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INTRODUCTION. 

SAFEGUAKDING  CORPORATE  EXPENDITURES. 

While  what  is  written  herein  refers  directly  to 
railways,  it  also  applies  to  all  corporations,  pub- 
lic and  private.  Corporate  affairs  require  to  be 
organized  along  impersonal  lines  and  so  man- 
aged that  their  resources  cannot  be  frittered 
away;  value  must  be  received  in  every  instance. 
It  matters  little  how  much  a  corporation  earns 
if  there  is  not  careful  handling  of  its  resources 
and  faithful  and  scientific  accounting  connected 
with  its  expenditures.  To  secure  this,  safeguards 
are  required  to  be  thrown  around  every  phase  of 
operation.  In  corporate  life  it  is  not  only  neces- 
sary that  men  should  be  honest,  but  that  they 
should  be  able  to  prove  it.  This  requires  that 
every  phase  of  business  involving  expenditure 
should  come  within  the  cognizance  and  approval 
of  coordinate  and  independent  departments. 
This  may  be  accomplished  without  multiplying 
methods  or  increasing  cost.  No  one  can  give  the 
subject  thought  without  being  impressed  with  its 
vastness  and  supreme  importance.  This  is  better 
understood  now  than  formerly,  and  just  apprecia^ 
tion  of  it  grows  each  year. 


CHAPTER  I. 

BOONOMIO  fiAPBOIJABDS  SURBOUNDING  EAILWAY  EX- 
PENDITUBE8,  WITH  SOME  BEFEBENCES  TO  PBAC- 
TIGE8  IN  OTHEB  GOUNTBIES,  AND  AN  EXPOSITION 
OP   UNITS   OP   SEBVICE   AND   COST. 

There  is  no  feature  connected  with  the  opera- 
tion of  railroads  of  greater  importance  to  the 
owner,  whether  it  be  the  State  or  private  parties, 
than  the  enforcement  of  carefully  considered  and 
scientific  methods  in  connection  with  the  expendi- 
tures of  these  great  properties.  This  is  nowhere 
so  fully  appreciated  perhaps  as  in  America,  for 
in  no  other  country  are  expenditures  so  patiently 
scrutinized  or  so  intelligently  regulated. 

In  every  country  save  the  United  States  great 
importance  is  attached  to  what  is  termed  the  an- 
nual budget:  that  is,  a  forecast  or  estimate  of 
what  the  disbursements  of  the  property  will  be  for 
a  given  time,  usually  for  one  year  in  advance.  In 
some  cases  the  expenditures  thus  forecasted  can- 
not be  exceeded,  or  if  some  latitude  is  allowed,  it 
is  in  regard  to  outlays  connected  with  the  work- 
ing expenses  which  could  not  have  been  foreseen, 
such  as  some  unexpected  calamity  or  an  unantici- 
pated growth  of  business.  No  exception  is,  how- 
ever, made  even  in  such  cases  on  roads  operated 
by  the  State.  In  the  case  of  these  properties,  the 
limit  of  outlay  is  carefully  itemized  and  restricted 
by  law  in  the  annual  appropriation  bill  or  budget 
of  the  Government.  The  discretion  of  those  man- 
aging the  railway  is  thus  reduced  to  the  mini- 
mum ;  in  fact  practically  negatived. 
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In  the  improbable  event,  an  outlay  is  incurred, 
on  the  initiative  of  the  management,  in  excess  of 
the  prescribed  limit,  it  must  be  provided  for  in  a 
subsequent  law  passed  to  cover  the  same.  Thus 
the  management  is  effectually  handicapped  if  ac- 
tual conditions,  as  they  arise,  do  not  harmonize 
with  preconceived  ideas ;  and  yet  all  who  have 
anything  to  do  with  the  operation  of  railroads 
know  that  such  exigencies  are  of  frequent  and 
marked  occurrence. 

In  order,  therefore,  that,  under  such  conditions, 
a  railroad  shall  not  be  crippled  in  its  affairs  or 
competitive  business,  it  cannot  but  be  true  that 
the  annual  forecast  must,  as  a  precautionary- 
measure,  be  heavily  padded;  or,  in  other  words, 
such  an  amount  must  be  smuggled  into  the  budget 
as  experience  suggests  as  possibly  necessary  to 
enable  the  management  to  meet  the  unexpected 
vicissitudes  of  business  without  crippling  the 
property  or  having  its  business  frittered  away  for 
lack  of  needed  expenditure.  And  it  must  natur- 
ally follow,  that,  wherever  such  subterfuge  is 
practiced,  it  cannot  but  result  in  extravagance 
and  waste;  for  Government  oflScials,  being  but 
men,  are  more  concerned  in  living  within  pre- 
scribed limits  than,  by  rigid  economy  and  careful 
foresight,  in  saving  any  portion  of  the  amoimt 
allotted  them. 

From  whatever  point  of  view,  therefore,  that 
the  subject  is  considered,  it  is  deplorable.  An- 
other objectionable  feature,  however,  is  that  it 
deprives  the  management  of  the  power  and  stimu- 
lus of  initiative,  and  thus  losses  cannot  but  occur 
through  the  failure  of  the  State  to  avail  itself  of 
the  skill  and  endeavor  of  its  servants  as  emergen- 
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cies  arise.  However,  in  the  absence  of  the  selfish 
and  enlightened  supervision  exercised  by  private 
ownership,  it  is  probable  that  no  more  satisfac- 
tory system  is  possible  in  the  case  of  State  man- 
agement—where everything,  including  the  law, 
begins  and  ends  with  employes  and,  consequently, 
only  the  perfunctory  interest  and  intelligence  of 
employes  can  be  expected.  It  would  seem,  how- 
ever, as  if  one  of  the  drawbacks,  inseparable  from 
such  a  system,  might  be  mitigated  by  the  State 
making  provision  in  the  annual  budget  for  a  con- 
tingent fund  for  each  railway  unit  to  meet  un- 
expected emergencies,  the  use  thereof  to  be  ex- 
plained and  itemized  in  a  special  report  to  the 
Government.  Thus  the  incentive  to  smuggle  ficti- 
tious amounts  into  the  railway  budget  to  meet 
emergencies  would  be  obviated  and  the  integrity 
and  responsibility  of  the  management  enhanced.* 

Restrictions  surrounding  the  annual  budget  are 
less  drastic  in  the  case  of  European  railroads  op- 
erated by  private  corporations  than  in  the  case  of 
those  managed  by  the  State.  In  the  administra- 
tion of  the  former,  the  owners  generally  and 
wisely  avail  themselves  of  the  experience,  fidelity 
and  intelligence  of  those  in  charge,  looking  to 
them  to  meet  the  emergencies  of  the  hour  by  re- 
ductions or  increased  outlays  as  the  circumstances 
of  the  case  require. 

It  is  probable  that  every  railroad  company  at- 
tempts, with  more  or  less  particularity,  to  fore- 
cast its  outlays  for  the  coming  year;  and,  in  many 
eases,  the  budget  thus  compiled  wisely  and  safely 

^Howeyer,  no  such  prorlBion  Is  made.  Thus  the  Belgian  consti- 
tution, which  may  be  said  to  be  typical,.  proTldes  arbitrarily  that  "the 
Chambers  pass  an  act  for  the  accounts  and  yote  the  budget.  All  re- 
ceipts and  expenses  must  be  shown  In  the  budget  and  In  the  accounts." 
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prescribes  certain  expenditures  within  defined 
limits,  such  as  the  largest  salaries,  important  im- 
provements, new  equipment,  and  so  on.  These 
are,  however,  subject  to  revision  at  any  moment. 
Moreover,  these  forecasts  are  made,  in  the  case  of 
private  companies,  at  a  time  when  the  revenues 
for  the  coming  year  can,  because  of  business  con- 
ditions and  the  success  or  failure  of  the  crops, 
be  estimated  with  appreciable  certainty.  On  the 
other  hand,  it  is  apparent  that  forecasts  made 
simultaneously  for  a  great  country,  as  in  the  case 
of  France,  cannot  be  intelligently  compiled  by 
many  important  railroads.  In  other  words,  at  the 
time  of  making  the  estimates,  (an  arbitrary  date 
being  prescribed  for  all  by  the  State),  the  man- 
agement has  not  the  data  at  hand  for  forecasting 
the  future  intelligently  and  so  the  budget  must  of 
necessity  be  simply  a  guess  in  the  dark;  or,  at 
best,  based  on  the  preceding  year's  operations.* 
The  estimates  for  the  Belgian  state  railroads 
are  made  on  the  31st  of  October,  two  months  be- 
fore the  commencement  of  the  operating  year, 
January  1st  1  Similarly,  a  wide  margin  is  of  ne- 
cessity required  in  the  case  of  the  budget  for  the 
State  railroads  of  other  countries.  Rigid  adher- 
ence to  the  provisions  of  the  law  fixing  the  amount 
of  expenditures  is  all  that  is  expected  or  required 
by  the  State ;  and  as  the  State  is  responsible  to 
no    one,     it    follows    that    its    exhibits    of    ex- 

*  "EBtimates  (for  the  state  railroads)  are  based,  mainly,  on  the 
operations  of  the  preceding  financial  year,  -which  are  not  always 
charged  to  the  account  for  the  reepective  financial  year,  for  the  simple 
reason  that  the  settlement  could  not  be  effected  within  the  statutory 
time-limit  for  closing  the  annual  account."  Regulations  Russian  state 
railroads. 

"Estimates  may  be  considered  as  an  absolute  limit,  not  only  as  a 
whole  but  also  as  regards  individual  items  which  may  not  be  ex- 
ceeded." Chevalier  Von  Loehr,  Imperial  Royal  Oovemment  Counselor. 
Austria. 
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penditures  are  full  or  meager,  according  as 
the  provisions  therefor  are  adequate  or  other- 
wise. And  as  the  stability  of  cabinets,  nay  of 
State  management  of  railroads,  may  at  any  mo- 
ment depend  upon  the  measure  of  efficiency  exer- 
cised in  the  administration  of  State  roads,  it  fol- 
lows that  information  needed  to  form  intelligent 
judgment  thereof,  will  be  and  is,  in  fact,  too  often 
withheld  by  the  Government.  And  this  will  al- 
ways be  the  case  until  governments  operating  rail- 
roads are  compelled  to  particularize  operations 
and  state  results  with  the  perspicuity  that  private 
owners  demand  of  their  servants.  Then,  and  not 
until  then,  will  we  know  the  full  measure  of  State 
inefficiency,  and  how  far  such  management  falls 
below  that  of  private  ownership  and  control.* 
The  Belgian  government,  to  illustrate  the  evasion 
referred  to  above,  contents  itself  in  its  exhibits 
with  giving  the  bare  totals  of  expenditures 
chargeable  respectively  to  capital  account  and  op- 
eration. There  is  no  statutory  obligation  re- 
quiring it  to  furnish  details  and  none  are  given, 
and  the  taxpayer  and  seeker  after  information 
are  left  completely  in  the  dark  as  to  the  measure 
of  efficiency  exercised  in  the  different  departments 
and  branches  of  the  service.    What  would  the  pri- 

*  The  State  rallwajs  of  Belgium,  owing  to  the  compactness  of  the 
conntry  and  the  Intelligence  and  skill  of  those  in  charge,  are  operated, 
it  is  believed,  as  economically  as  those  of  any  similar  system  In  the 
world.  Nevertheless,  referring  to  governmental  management,  the  Di- 
rector General  of  Belgian  Railways,   M.  C.  de  Burlet,  says: 

"The  State  railroads  in  Belgium,  as  would  be  the  case  anywhere 
else,  lack  the  real  incentive  for  economical  management  which  is,  of 
course,  self  interest;  *  *  there  is  a  failure  under  public  operation 
to  *  *  avoid  a  high  rate  of  expense  which  is  the  one  great  aim 
under  private  ownership.  *  *  There  is  a  tendency  under  any  gov- 
ernment toward  a  multiplicity  of  employes  and  there  is  less  avoidance 
of  unnecessary  expense  than  in  the  case  where  the  private  owner  has 
his  own  profits  constantly  in  view  and  knows  that  every  dollar  of 
expense  and  every  unnecessary  employe  must  be  paid  for  out  of  his 
own  pocket." 
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vate  owners  of  a  railroad  say  or  do  if  their  man- 
ager presumed  to  make  so  meager  a  report  con- 
cerning interests  of  such  supreme  importance  to 
them  and  to  the  community  generally! 

Moreover,  the  practice  enforced  more  or  less 
generally  in  the  case  of  State  railroads,  of  charg- 
ing the  amount  of  material  purchased  and  con- 
tracts entered  into,  to  the  budget  for  the  year  in 
which  the  obligation  is  incurred  rather  than  that 
in  which  the  material  is  used  or  the  contract  exe- 
cuted, would,  of  itself,  prevent  anything  like  ac- 
curate knowledge  of  actual  outlay  for  any  par- 
ticular period. 

In  the  case  of  American  railroads  (United 
States,  Canada  and  Mexico),  where  it  is  no  boast 
to  say  that  railway  administration  has  met  with 
unprecedented  success— both  as  regards  construc- 
tion and  operating— a  wide  margin  of  discretion 
is  allowed  the  management  of  every  property  in 
the  case  of  expenditures.  It  is  everywhere  recog- 
nized and  acted  upon  that  railways  cannot  be  op- 
erated effectively  and  with  the  greatest  degree  of 
economy  unless  the  local  management  is  author- 
ized and  encouraged  to  make  such  increased  out- 
lays, to  meet  current  needs,  as  the  exigencies  of 
the  service  require ;  or,  on  the  other  hand,  through 
the  responsibility  placed  upon  it,  to  meet  possible 
retrenchments  by  cutting  down  expenses  in  every 
direction  if  falling  off  of  business  or  other  occur- 
rences render  such  curtailment  possible. 

It  is  apparent  from  a  study  of  the  methods  of 
railroads  in  other  countries  that  Americans  uti- 
lize their  department  of  accounts  to  a  much 
greater  extent  than  elsewhere  as  a  far-reaching 
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safeguard  and  authoritative  source  of  informa- 
tion. For  here  all  the  results,  including  exhibits 
of  operations,  are  consolidated  in  one  department 
under  a  responsible  head,  subordinate  only  to  the 
executive  or  board  of  control,  thus  attaining  both 
economy  and  accountability.  On  the  other  hand, 
many  of  the  railroads  of  the  Old  World  are  still 
operated  under  primitive  methods,  the  accounts 
being  scattered  through  various  departments  and 
bureaus  to  the  great  enhancement  of  cost  and 
lack  of  skilled  effort  and  effective  accountabil- 
ity.* 

The  discretion  allowed  railway  managers  in 
America  to  increase  expenditures,  as  occasion 
requires,  does  not  imply  any  waiving  of  respon- 
sibility or  laxity  in  accounts  regarding  such  out- 
lays in  the  returns  made  to  the  stockholders  and 
the  State.  Every  expenditure  for  wages  and 
material,  or  for  any  other  purpose,  is  verified 
and  scrupulously  portrayed  by  the  accounting  of- 
ficer. 

In    regard   to  disbursements    of   cash   in   the 

*  J.  de  Richtcfr,  connected  with  the  Russian  State  Railway  system, 
referring  to  this  aspect  of  the  subject,  says  "The  historical  type  of  the 
Russian  railways  is  characterized  by  a  series  of  institutions  subordi- 
nate to  each  other  In  hierarchical  order,  being  entrusted  with  what  may 
be  termed  parallel  bookkeeping,  subject  to  a  progressive  summarizing 
of  the  entries.  This  decentralizing  system  involves,  in  the  opinion  of 
many,  a  constant  Impediment  to  the  dissection  and  proper  apportion- 
ment of  expenditures,  on  account  of  the  very  natural  tendency  of  the 
administrative  and  executive  authorities  to  group  together  the  vouch- 
ers and  returns  arbitrarily,  according  to  preconceived  notions."  The 
prolixity  that  characterises  the  Russian  State  systems  -  is  noticeable 
evenrwhere  in  connection  with  governmental  management.  "As  regards 
the  system  in  use  on  the  State  and  private  railway  systems,  it  consti- 
tutes a  marked  and  a  very  pronounced  or  compound  decentralization  in 
the  expenditure  department.  •  •  •  •  •  This  complication  is 
principally  due  to  the  mo«ie  of  sanctioning  expenditure  and  to  the 
necessity  for  drawing  up,  for  each  grade  In  the  hierarchy,  statements 
showing  the  credits  open  to  each  superintendent,  head  of  section  or 
manager  of  works  by  the  requirements  of  the  budget  statistics." — Ibid. 
This  peculiarity  of  organization  is  not  confined  to  the  Russian  State 
railroads,  but  is  to  be  found  in  an  aggravated  form  on  the  State  roads 
of  Austria,  Belgium,  Italy,  France  and,  indeed,  generally  throughout 
Europe. 
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United  States,  all  payments  are  made  or  di- 
rected from  one  centralized  oflSoe,  an  audited 
voucher  being  required  and  a  receipt  taken  in 
every  case.  These  vouchers  are  filed  in  numeri- 
cal order  with  the  general  accounts  of  the  com- 
pany, where  they  may  be  found  at  a  moment's 
notice.  All  payments,  moreover,  when  practi- 
cable, are  re-enforced  by  evidence  of  payment  as 
shown  by  the  draft  or  bank  check  covering  the 
same.  Indeed,  it  may  be  said  to  be  the  rule  upon 
American  railroads,  to  pay  all  except  petty  sta- 
tion accounts  by  check,  thus  necessitating  the 
identification  of  the  payee  before  a  disinterested 
and  responsible  authority. 

In  this  connection  it  is  curious  to  note  that 
some  of  the  great  European  companies  still  make 
as  many  vouchers  to  cover  a  payment  as  there 
are  accounts  to  be  charged  therewith,  instead  of 
making  one  voucher  or  one  entry  on  the  pay-roll 
and  indicating  in  connection  therewith  the  vari- 
ous accounts  affected  and  the  amount  to  be 
charged  to  each.  These  ancient  practices,  in- 
volving unnecessary  clerical  work  and  liability 
to  confuse  and  duplicate  accounts,  it  is  gratify- 
ing to  know,  are  not  universally  followed.  How- 
ever, the  desirability,  as  a  simple  measure  of 
safety  and  economy  of  work,  that  a  man's  name 
shall  not  appear  but  once  on  the  pay-roll  or  be 
embraced  in  more  than  one  voucher,  monthly  (or 
as  often  as  payments  are  made),  is  still  dis- 
regarded  upon    many    European    roads.*    Nor 

•  "For  Instance"*  (in  the  Latin  nations),  "the  salary  of  one  indi- 
vidual official  may  be  distributed  among  several  chapters;  may  even 
necessitate  several  vouchers,  and  this  makes  it  quite  impossible  to 
supervise  the  pay  received  by  each  individual  employe  and  gives  every 
opportunity  for  fraud.  Moreover  they  very  much  Increase  the  magni- 
tude of  accounts  and  consequently  incur  more  work  and  more  expense.'* 
— Chevalier  Von  Loehr. 
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can  it  be  truly  claimed  in  excuse  that  concentra- 
tion of  accounts  payable  does  not  adapt  itself  as 
easily  and  properly  to  the  fixed  budget  of  State 
railroads  as  to  other  properties.  Under  such 
method  any  expenditure,  whether  within  or  with- 
out the  pale  of  the  budget,  can  be  particularized 
and  made  the  subject  of  separate  report  if  nec- 
essary and  so  no  measure  of  accountability  or 
procedure  will  be  lost. 


Accountancy,  as  it  is  delicately  termed  on  the 
Continent,  is,  in  its  practical  and  scientific 
application,  an  unknown  quantity  abroad,  its 
great  and  particular  value  being  neither  gener- 
ally understood  nor  appreciated.  And  curiously 
enough  its  great  European  exemplar,  a  man  of 
talent  and  varied  accomplishments,  is  indeed, 
really  a  civil  engineer  by  profession  and  training 
and  has  the  same  redundant  knowledge  of  the 
niceties  and  true  purposes  of  accounts  that  an 
American  accountant  has  of  civil  engineering! 
It  is  also  noticeable  that  all  the  acts  and  thoughts 
of  those  who  have  to  do  with  the  accounts  of 
railway  expenditures  on  the  Continent,  are  col- 
ored and  influenced  by  that  economic  microbe, 
the  budget.  It  influences  all  they  do  and  para- 
lyzes every  effort  so  far  as  scientific  methods 
and  illustrative  exhibits  of  value  are  concerned.* 

It  is  generally  recognized  that  safeguards  are 
necessary  to  secure  trustworthy  returns  of  labor 
and  supplies ;  that  work  paid  for  shall  have  been 

*  "State  accountancy,  being  principally  intended  as  a  check  in  the 
cariT^ng  out  of  the  budget,  concerns  Itself,  generally  speaking,  only 
with  the  transactions  of  the  finance  ofllces,  the  sole  media  in  the  final 
settlement.  *  *  *  *  It  Is,  therefore,  the  budget  which  goyems 
the  accountancy." — J.  de  Richter. 
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performed  as  claimed  and  that  material  shall 
have  been  received  and  inspected  by  the  store- 
keeper. Similar  accountability  is  also  deemed 
necessary  in  regard  to  contracts.  These  elemen- 
tary principles  are  everywhere  admitted,  but  the 
degree  of  efficiency  and  economy  exercised  in 
their  discharge  varies  greatly  with  different  com- 
panies. Uniformity  of  method,  it  should  be  un- 
derstood, is  not  practiced  in  connection  with  the 
keeping  of  the  accounts  of  railways  any  more 
than  in  other  departments  of  the  service.  Nor 
is  it  important  that  it  should  be.  Directly  the 
contrary.  Systems  are  dependent  for  their  effi- 
cacy upon  conditions  and  the  character  and  tal- 
ents of  those  in  charge ;  so  that  methods  that  may 
be  enforced  with  success  and  economy  upon  one 
road  or  by  one  management,  would  be  found 
lacking  upon  another.  There  are,  however,  cer- 
tain fundamental  safeguards  that  should  be 
thrown  around  the  disbursements  of  railroads, 
and  that  can,  in  no  case,  be  safely  omitted.  This 
is  especially  true  in  regard  to  the  enforcement 
of  contracts,  accountability  for  supplies,  and  in 
the  minute  scrutiny  that  must  be  exercised  in 
keeping  the  time  of  men,  in  distributing  the  same 
to  the  allotted  accounts  and,  finally,  in  making 
the  pay-roll  and  discharging  the  same. 

In  perfecting  a  system  of  accounts  covering  the 
expenditures  of  railroads,  it  is  important  that 
the  information  required  by  the  management  con- 
cerning the  operations  of  the  property,  should 
be  kept  in  mind,  so  that,  so  far  as  practicable,, 
the  accounts  and  returns  shall  be  so  arranged 
and  compiled  that  they  will  not  only  serve  as  a 
means  of  auditing,  but  will  afford  the  data  the 
management  requires  to  scrutinize  and  verify  its. 
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measures.  Exhibits  of  expenditures  for  operat- 
ing and  other  current  purposes,  should  be  com- 
piled as  soon  after  the  end  of  the  month  as  prac- 
ticable; and,  furthermore,  on  American  roads, 
it  is  the  practice  to  show  the  receipts  of  the  prop- 
erty in  connection  therewith,  so  that  both  outgo 
and  income  being  brought  together  results  may 
be  quickly  and  fully  scanned  by  those  interested 
therein.  This  concentration  is  of  importance  and 
should  be  observed  for  the  reason  that  those  re- 
sponsible for  operations  are  fully  occupied  in  the 
management  of  the  property  and  so  should  not 
be  diverted  therefrom  by  being  required  to  make 
unnecessary  researches  in  order  to  ascertain  the 
measure  of  success  that  has  attended  their  ef- 
forts. 

This  unification  of  returns  and  similar  advan- 
tages in  other  important  directions  is  one  of  the 
admirable  results  that  has  attended  the  consoli- 
dation of  accounts  in  one  department  on  Ameri- 
can roads  and  may  be  advantageously  followed 
in  other  countries  whether  the  roads  are  adminis- 
tered by  the  State  or  private  parties. 

The  rules  and  regulations  that  must,  in  one 
form  or  another,  be  universally  enforced  in  or- 
der to  secure  effective  responsibility  in  connec- 
tion with  tiie  disbursements  of  railways,  are  of 
vital  interest  to  railroad  owners  and  managers, 
but  their  immediate  discharge  particularly  con- 
cerns the  myriad  of  men  in  subordinate  positions 
actively  engaged  in  one  way  or  another  in  the 
procurement,  care  and  use  of  material ;  in  keep- 
ing the  time  of  men,  paying  therefor,  and  in 
connection  with  the  other  sources  of  outgo  that 
attend  the  operation  of  a  railroad.  Properly, 
they  should  minutely  describe  and,  by  the  aid  of 
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forms,  portray  practicable  methods  of  account- 
ing, the  purpose  of  which  will  be  to  enforce  re- 
sponsibility and  prevent  waste  or  fraud,  and  at 
the  same  time  afford  the  local  management 
(through  whose  hands  these  returns  should  pass 
on  their  way  to  headquarters)  immediate  infor- 
mation in  regard  to  details  and  results  of  cur- 
rent operations. 


Referring  again  to  the  intervention  of  the  State 
in  connection  with  the  accounts  of  railroads,  it 
may  be  truly  said  that  the  work  of  the  Interstate 
Commerce  Commission  of  the  United  States  is, 
in  this  regard,  superior  to  that  of  all  other  coun- 
tries in  the  completeness  and  clearness  with 
which  expenditures  and  receipts  are  stated.  Un- 
der its  carefully  prepared  formulas— formulas 
which  the  accounting  oflScers  of  the  railroads 
actively  assisted  in  compiling— the  affairs  of  ev- 
ery company  may  be  scrutinized  with  the  utmost 
particularity  and  their  condition  and  the  details 
of  operation  accurately  determined.  Thus,  in  the 
case  of  railway  disbursements,  the  operating  ex- 
penses are  divided  under  a  carefully  prepared 
classification  covering  fifty-three  distinct  heads. 
Construction  work,  chargeable  to  capital  account, 
is  divided  under  forty  heads  and,  as  in  the  case 
of  operating  expenses,  every  outlay  that  invites 
interest  or  inquiry  is  carefully  particularized. 
For  other  railway  expenditures  of  a  miscellane- 
ous nature  there  are  eleven  subdivisions.*     This 


*  These  classifications,  subdividing  the  disbursements  of  a  railway* 
are  the  lenses  through  which,  by  comparison  and  otherwise,  expendi- 
tures are  scrutinized;  and  while  the  Interstate  Commerce  Commission's 
classification  la  unusually  full,  from  a  governmental  standpoint.  It  Is 
still  further  elaborated  by  many  railroads,  expenditures  being  dissected 
and  subjected  to  such  further  analysis  and  comparison  as  clrcumstancM 
require  or  ingenuity  suggests. 
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admirable  exploitation  of  railway  expenditures, 
being  the  joint  work  of  the  Government  and  the 
railroad  companies,  it  has  happily  resulted  that 
the  latter  have  in  the  main  very  generally 
adopted  its  formulas  for  their  own  use. 


Exhibits  particularizing  the  expenditures  of 
railroads  do  not  have  the  same  value  placed  upon 
them  on  different  roads.  The  nature  of  the  busi- 
ness and  the  extent  of  the  property  have  their 
influence.  The  character  of  those  in  charge,  their 
experience,  the  measure  of  their  industry,  their 
length  of  service  and  familiarity  with  the  prop- 
erty also  have  much  to  do  with  the  value  put 
upon  statements  exhibiting  cost.  Many  rail- 
way managers  of  long  service  and  great 
and  acknowledged  ability,  recognized  as  pre- 
eminent in  their  profession,  feel  the  pulse  of 
the  property  in  a  more  simple  and  prac- 
tical way.  Laying  their  plans  broadly,  they 
watch  their  execution  with  unceasing  vigi- 
lance and  know  the  results  attained  with  meas- 
urable accuracy  without  the  aid  of  the  carefully 
tabulated  sheets  showing  the  units  of  cost  that 
others  esteem  so  necessary.  They  are  on  the 
ground,  directing  operations  and,  being  familiar 
with  the  property,  have  personal  knowledge  of 
what  is  occurring.  Such  men,  however,  are  un- 
common. Few  will  assume  such  responsibility 
or  have  the  experience,  the  executive  talent,  the 
death-like  patience,  the  wisdom  and  the  physical 
and  mental  strength,  coupled  with  the  necessary 
knowledge  of  the  property,  to  fill  so  great  a  role. 

Such  is  one  type  of  management  and  repre- 
sents the  greatest  concentration  possible  in  rail- 
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way  administration.  Generally  speaking,  rail- 
way managers,  if  permitted  the  outlay— as  they 
should  be— insist  upon  full  and  scientifically  con- 
structed exhibits  of  cost  to  determine  whether 
their  efforts  in  conjunction  with  the  work  of 
subordinate  officers  and  employes  meeta  the  full 
measure  of  service  that  they  think  intelligence, 
experience,  skill  and  industry  render  possible. 
Such  statistical  information  they  esteem  abso- 
lutely essential  to  enable  them  to  measure  the 
degree  of  success  that  attends  their  management. 
No  two,  however,  it  is  probable,  will  agree  as  to 
the  exact  form  exhibits  of  cost  shall  take.  One 
will  attach  great  importance  to  this  thing,  an- 
other to  that,  their  training,  the  bent  of  their 
minds,  the  character  of  the  property  and  the  na- 
ture of  the  business,  influencing  them  in  their 
decision. 

In  the  practical  operation  of  railroads  each 
subordinate  operating  official  in  his  place  is  act- 
ively concerned  with  the  particular  things  en- 
trusted to  his  supervision.  Those  in  charge  of 
the  track  watch  its  great  outlay  unceasingly; 
know  the  cost  of  each  item  of  material ;  of  every 
implement;  of  every  hour's  work  and  what  it 
was  expended  upon ;  the  number  of  rails  laid  and 
the  cost  of  labor  laying  them ;  the  number  of  ties 
laid  and  the  cost  of  laying;  the  time  expended 
upon  general  repairs  of  track  and  the  cost  there- 
of;  and  the  same  in  regard  to  ballasting,  clear- 
ing ditches  and  road  of  weeds,  brush,  and  other 
obstructions ;  the  cost  of  freshet  repairs,  of  work 
on  bridges  and  culverts,  of  watchmen,  flagmen, 
and  so  on.  All  this  with  reference  also  to  the 
use  made  of  the  track  and  the  durability,  under 
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such  use,  of  its  constituent  parts.*  In  addition  to 
the  information  furnished  in  regard  to  track 
work,  as  indicated,  those  in  charge  also  preserve 
careful  records  of  track  fixtures,  particularly 
rails  and  the  longevity  of  ties  of  different  kinds, 
treated  with  preservatives  and  otherwise. 

Like  careful  records  are  also  kept  of  bridges, 
buildings  and  other  structures,  and  the  cost  of 
each  and  the  nature  of  work  and  expense  each 
entails  for  renewals  and  otherwise.  In  fact,  ex- 
penditures of  every  nature  are  traced  and  care- 
fully itemized  and  a  record  preserved  to  prevent 
waste  or  misappropriation  and  for  the  valuable 
suggestions  and  experience  their  use  affords. 
This  can  be  done  in  a  practical  way  and  at  little 
cost  The  management  desires  to  know  the  cost 
of  repairs  on  a  particular  building  or  bridge, 
we  will  say*  It  is  not  necessary  in  order  to 
furnish  this  that  a  book  account  should  be 
opened  with  every  such  structure.  The  account- 
ant, in  charging  items  of  expenditure  of  this  na- 
ture under  the  general  operating  account  of  **Ke- 
pairs  of  Buildings"  or  ** Repairs  of  Bridges  and 
Culverts,''  can  note  the  structure  for  which  the 
expense  is  incurred,  so  that  the  amount  of  outlay 
on  any  particular  building  or  bridge  may  be  as- 
certained at  will,  and  the  items  and  total  fur- 
nished from  the  general  records  at  headquarters. 

The  Superintendent  of  Motive  Power,  not  less 
alert  than  those  in  charge  of  the  track,  scruti- 
nizes unceasingly  the  consumption  of  fuel  and  oil 

*  The  lint  material  and  labor  records  (to  be  written  up  by  Section 
Foreman  for  the  Management)  classifying  track  supplies,  tools  and  labor, 
and  the  cost  thereof,  were  devised  by  the  writer  In  1866.  Since  that 
time  he  has  improved  these  returns  as  experience  suggested.  While 
still  Imperfect,  in  many  respects  they  are  yet  very  serviceable  for  the 
light  they  throw  on  the  vast  expenditures  account  of  track  material, 
tools  and  labor. 
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per  unit  of  service ;  also  the  life  of  every  part  of 
the  locomotive,  that  he  may  determine  whether  it 
meets  the  full  measure  of  expectation  and  the 
guarantees  of  manufacturers.  He  also  knows  ex- 
actly the  service  each  locomotive  has  performed, 
the  nature  and  cost  of  its  repairs,  and  whether 
proportionate  or  otherwise. 

The  Superintendent  of  Cars  in  like  manner 
supervises  the  vehicles  under  his  charge,  the 
service  they  perform  and  the  durability  of  their 
standard  parts.  For  this  purpose,  as  in  the  case 
of  the  Superintendent  of  Motive  Power,  he  is 
furnished  daily  (and  supplementary  to  his  per- 
sonal watchfulness)  with  such  returns  from  sub- 
ordinates as  are  necessary  to  keep  him  practically 
advised  of  the  conditions  of  the  service  over  the 
whole  extent  of  territory  under  his  charge.  The 
information  thus  collected,  these  officers  submit 
to  such  tests,  comparative  and  otherwise,  as  are 
necessary  to  determine  whether  the  service  per- 
formed by  locomotives  and  cars  has  been  up  to 
the  maximum .  standard  of  efficiency  or  other- 
wise.* 

I  refer  in  this  place  to  these  important 
branches  of  the  service  merely  as  illustrative  of 
measures  taken  in  every  department  to  scrutinize 
and  measure  expenditures. 

As  the  operating  of  railroads  more  nearly  ap- 
proaches a  science  the  ingenuity  of  accounting 
officers  is  taxed  to  the  utmost  to  respond  to  the 
inquiries  of  managers  respecting  various  ex- 
penditures of  a  minor  nature.  Thus  it  is  required 

*  The  resourcefulness  and  Ingenuity  displayed  by  those  In  charge 
of  equipment  in  supervising  their  work  is  illustrated  and  explained  in 
detail  in  the  books  of  this  series  that  treat  more  particularly  of  loco- 
motives and  cars. 
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that  aggregates  classified  under  standard  oper- 
ating heads  shall  be  subdivided  in  turn  and  the 
unit  of  cost  measured  by  the  service  performed. 
With  other  improvements  in  railway  administra- 
tion, more  efficacious  means  of  determining  the 
product  of  expenditures— what  has  been  received 
therefor— are  being  introduced  as  a  means  of 
testing  the  measure  of  success  achieved.  Thus 
the  unit  of  cost  per  ton  hauled  (i.  e.,  effective 
service  performed)  was  formerly  little  regarded 
in  analyzing  expenditures.  Today,  the  main 
query  is  not  as  to  the  cost  per  train  mile,  the 
number  of  trains,  the  mileage  made,  or  number 
of  vehicles  moved,  but  the  net  tons  hauled  per 
train  mile  and  the  unit  of  cost  thereof.  How- 
ever, each  of  the  exceptions  just  noted  is  made  in 
its  place  a  test  of  expenditures. 

As  already  intimated,  the  measures  taken  to 
scrutinize  expenditures  vary  on  different  roads 
accordingly  as  owners  and  managers  esteem  them 
important  or  otherwise.  Therefore  in  specifying 
sources  of  information  that  may  be  useful  in 
measuring  results  of  operation  by  comparison 
(with  other  periods  and  properties)  and  in  other 
ways,  it  will  be  understood  that  what  I  have  to 
say  is  suggestive  merely;  in  the  case  of  one 
property  it  may  be  vitally  important;  in  the 
case  of  another  may  have  less  value. 

A  simple  but  valuable  means  of  testing  current 
expenditures  is  to  compare  them  with  those  of  a 
corresponding  period  for  the  previous  year;  and, 
if  conditions  are  the  same,  with  the  preceding 
month.  In  this  way,  by  means  of  parallel  col- 
umns, both  periods  are  shown  with  the  increases 
and  decreases.     These  forms  of  comparison  for 
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expenditures— and  earnings  as  well— are  gener- 
ally used  and  precede  all  others.  Thus,  if  there 
has  been  an  increase  during  the  month  in  the 
cost  of  track  labor,  we  will  say,  it  will  stand  out 
conspicuously  and  so  the  attention  of  the  man- 
agement will  instantly  be  called  to  it  Similar 
comparisons  are  made  of  every  operating  and 
earnings  account. 

It  is  also  esteemed  important  by  some  compa- 
nies to  show  the  earnings  and  expenses  of  each 
line  and  branch  separately.  Thus  the  earnings 
and  expenses  of  the  main-line  will  be  shown 
apart;  and  so  for  each  lateral  line,  feeder  or 
branch.  By  thus  subdividing  a  property,  the  net 
revenue  producing  qualities  of  its  various  units 
may  be  ascertained.  In  thus  separating  the  gross 
earnings  and  expenses  of  a  company  only  ap- 
proximate results  are,  however,  obtainable,  for 
the  reason  that  many  general  expenses  must  be 
apportioned  to  the  various  parts  of  the  property 
on  an  arbitrary  basis.*  The  results,  thus  attained, 
while  not  wholly  satisfactory,  are  still  thought  to 
be  valuable  by  some  managers  as  aids  in  their  ef- 
forts to  restrict  expenditures  within  limits  justi- 
fied by  receipts.  Efforts  in  this  direction,  how- 
ever, can  never  be  wholly  successful,  as  many 
expenses  are  affected  very  little  or  not  at  all  by 
the  business  done.  Many  managers  do  not  esteem 
the  information,  afforded  by  a  minute  subdivi- 
sion  of    expenses    and   earnings,  as    explained 

*  The  cost  of  repairs  of  locomotives  will,  for  Instance,  be  appor- 
tioned to  different  dlylsions  on  the  basis  of  locomotlye  mileage  made 
on  such  divisions;  and  the  same  rule  will  be  followed  In  regard  to  cost 
of  repairs  of  passenger  and  freight  cars.  Qeneral  expenses  at  head- 
quarters and  elsewhere,  common  to  two  or  more  divisions,  will,  sim- 
ilarly, be  apportioned  on  such  basis  as  is  practicable  and  seems  most 
equitable. 
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above,  of  enough  value  to  warrant  the  cost  of 
accounting  they  entail ;  and  so  will  not  go  farther 
than  exhibits  of  earnings  and  expenses  of  the 
grand  divisions  of  a  property.  In  other  cases 
they  may  wish  to  know  the  earnings  and  ex- 
penses of  main-lines  and  branches  separately, 
bulking  the  latter  and  omitting  any  attempt  to 
show  the  expense  of  each  branch.  Just  where 
the  attempt  to  show  the  earnings  and -expenses  of 
particular  parts  of  a  road  should  begin  and  end 
managers  differ;  and  so— like  all  other  matters 
relating  to  railway  operations— no  fixed  rule  can 
be  laid  down  that  all  will  subscribe  to  as  being 
necessary  or  desirable. 

To  further  dissect  and  scrutinize  operating  ex- 
penses, some  railroad  companies  strive  to  show 
the  cost  of  handling  the  passenger  and  freight 
business  separately.*  This  is  more  diflScult  how- 
ever than  the  apportionment  of  expenses  to  divi- 
sions, already  described.  For  the  reason  that 
speed  is  an  element  of  cost,  the  exact  relation 
of  which  to  maintenance,  it  is  impossible  to  de- 
termine. It  has  been  claimed  by  those  author- 
ized to  speak  on  such  matters  that  wear  and  tear 
of  track  and  equipment  increases  with  the  square 
of  the  velocity.  It  is  probable,  however,  that  on 
a  perfectly  ballasted  road-bed— if  there  be  such— 
with  heavy  rails,  that  this  proportion  would  be 
too  great;  but  to  what  extent  speed  is  a  factor 
under  the  circumstances  last  named,  there  is 
nothing  at  hand  to  determine.  Speed  affects  both 
road-way  and  equipment  and,  therefore,  may  be 
said  to  affect  fully  forty  per  cent  of  the  gross 
operating  expenses  of  railroads.  In  regard  to 
operating  expenses  that  relate  specifically  to  pas- 
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senger  or  freight,  they  may  be  charged  directly 
to  the  class  of  traflSc  affected.  For  what  remains, 
namely,  expenses  of  a  general  nature,  it  is  im- 
possible, from  any  knowledge  we  possess,  to  de- 
vise a  satisfactory  basis  that  will  take  dne  ac- 
count of  the  element  of  speed  as  regards  cost; 
certainly  a  large  arbitrary  must  be  added  to  the 
gross  tonnage  or  mileage  of  passenger  trains.* 
Because  of  the  insuperable  difficulties  referred 
to,  no  attempt  has  been  made  generally,  by  rail- 
roads, to  effect  a  separation  of  expenses  as 
between  the  two  great  classes  of  traffic,  and  the 
Interstate  Commerce  Commission,  likewise  rec- 
ognizing the  situation,  some  years  ago  withdrew 
this  provision  from  the  annual  report  it  requires 
from  railroad  companies.  This  was  but  just,  far 
the  reason  that  at  that  time,  and  now,  no  such 
division  could  be  made  by  railroads  that  would 
not,  because  of  its  unreliability,  be  likely  to  be 
used  unjustly  to  their  detriment  It  has  been 
suggested,  however,  that  for  an  isolated  piece  of 
road  the  expenses  incident  thereto  might  possibly 
be  segregated  on  some  kind  of  approximate  basis 
as  between  freight  and  passenger  business.  How- 
ever this  may  be,  it  would  involve  long  and 
minute  research  and  great  expense  for  clerical 
labor;  so  great  indeed  that  it  would  be  foolish 
extravagance  to  attempt  it  in  the  case  of  a 
railway  system  as  a  whole— remembering  how 
little  value  the  result  would  have  when  at- 
tained. However,  if  it  were  possible  to  ascer- 
tain the  cost  of  operating  passenger  trains 
apart  from  freight,  we  should  still  .  have  to 
separate    from    the    former    the    cost    of    the 

*  In  another  volume  will  be  found  a  chapter  explaining  some  of 
the  difficulties  to  be  met  with  In  an  attempt  to  show  the  expense  of  pas- 
senger and  freight  business  separately.  The  subject  la  too  extended 
and  complex  to  be  summarized  here. 
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Express  (parcel)  and  Mail  traffic,  both  of  which 
form  an  integral  part  of  the  passenger  service 
and  yet  are  handled  in  differently  constructed 
and  operated  ears,  the  expense  attending  which 
and  the  revenue  derived  therefrom,  forming  no 
part  of  the  passenger  expenses  and  earnings. 
Thus  it  will  be  seen  that  the  obstacles  that  pre- 
vent a  separation  of  the  expenses  of  passenger 
and  freight  service  are  further  aggravated  by  the 
difficulty  of  ascertaining  the  cost  of  passenger 
traffic  per  se  apart  from  its  concomitants. 

It  thus  being  true,  because  of  the  crisscrossing 
and  intermingling  of  passenger,  freight  and  other 
traffic  expenses  that  we  cannot  determine  the  ex- 
act cost  of  either  separately  we,  perforce,  must 
content  ourselves  with  knowing  the  outlay  in- 
volved for  each  dollar  of  gross  revenue  a  com- 
pany earns,  i.  e.,  the  percentage  that  operating 
expenses  bear  to  the  total  earnings.  And  this 
every  American  company  shows,  in  connection 
with  its  classified  statement  of  operating  ex- 
penses ;  first,  the  percentage  that  the  latter  bears 
to  gross  earnings,  excluding  taxes,  and  second, 
including  the  same.  And  in  connection  with  this 
showing,  the  measure  of  confidence  it  merits,  will 
depend,  it  is  manifest,  upon  whether  all  expenses 
are  included  that  properly  belong  within  the 
period,  and  also  whether  the  property  has  been 
fully  maintained  during  the  time  covered  by  the 
exhibit,  as  any  omission  or  neglect,  it  is  ap- 
parent, will  have  the  eflFect  to  lessen  the  operat- 
ing expenses  (for  the  time  specified)  and  in- 
crease net  earnings  by  the  same  amount.  It  is 
reasonable  to  suppose,  however,  for  it  is  true  as 
a  matter  of  fact,  that  substantially  all  charges 
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are  included  and  that  every  plant  is  kept  up  to 
the  general  requirements  of  biasiness;  and  this 
last  because  it  is  so  manifestly  to  the  interest  of 
every  company  that  its  property  should  not  be 
allowed  to  deteriorate  because  of  the  great  waste 
and  improvident  burden  such  a  course  after- 
wards entails. 

While  we  cannot,  therefore,  for  reasons  ex- 
plained here  and  elsewhere,  ascertain  the  per- 
centage of  cost  for  handling  various  forms  of 
traffic  separately,  except  in  a  very  limited  way, 
we  may  ascertain  the  ratio  of  cost  to  the  whole 
for  the  five  great  divisions  of  expense,  namely: 
maintenance  of  way  and  structures ;  maintenance 
of  equipment;  conducting  transportation;  traf- 
fic expenses,  and  general  expenses.  The  percent- 
age these  separately  bear  to  earnings  and  to  each 
other  we  may  ascertain,  and  thus,  in  a  measure, 
determine  the  percentage  of  outlays  for  these 
great  departments.  But  this  information,  while 
it  may  be  of  value  for  comparing  different 
periods  for  the  same  property,  has  little  value 
for  general  purposes  because  of  the  diversity 
that  exists  among  railroads  in  cost  of  mainte- 
nance and  expense  of  handling  traffic. 

Considerable  curiosity  and  importance  is  at- 
tached to  the  ascertainment  and  application 
of  units  of  cost  to  maintenance  and  other 
operating  expenses.  It  has  ever  been  a  prac- 
tice with  manufacturers  to  know  the  cost  of 
things  and  its  relation  to  current  prices.  And 
the  practice  should  be  applied  equally  to  the 
manufacture  of  railroad  transportation  so  far 
as  practicable;  and  this  with  a  view  to  deter- 
mining the  value  of  methods  of  administration 
and  also  the  relation  of  earnings  to  outlay  in 
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particiilar  instances.  Thus  suspected  losses  could 
be  fully  known  and  the  measure  of  economy  ex- 
ercised in  the  conduct  of  business  more  accur- 
ately determined.  Unfortunately  the  nature  of 
the  outlays  and  the  wide  extent  of  territory  to  be 
watched  and  the  diversity  and  unalterable  cir- 
cumstances attending  the  operation  of  different 
sections  of  the  same  property,  preclude  this  ex- 
cept within  very  narrow  limits.  The  question 
occurs  then  what  units  of  cost  are  applicable  to 
the  general  operations  of  a  railroad  as  a  whole 
and  have  they  any  specific  value  when  deter- 
mined, commensurate  with  the  cost  involved  in 
their  procurement?  The  answer  to  these  in- 
quiries is,  in  both  cases,  unsatisfactory,  the  re- 
lation of  gross  expenses  to  receipts  being  the 
only  basis  generally  applicable,  the  accuracy  of 
which,  however  restricted  its  value,  cannot  be 
questioned. 

The  measure  of  responsibility  that  divisional 
and  other  officers  can  be  held  responsible  for, 
must  be  measured  by  the  nature  of  their  duties 
and  the  expense  of  operation  they  actually  con- 
trol. Thus  a  division  or  general  superintendent 
cannot  be  held  for  the  things  he  knows  nothing 
about,  such  as  the  law  department,  taxes,  gen- 
eral office  expenses,  and  so  on.  Such  expenses 
must  therefore  be  eliminated  from  tables  of  out- 
lay designed  to  show  or  measure  his  responsi- 
bility. And  so  in  regard  to  the  general  counsel, 
traffic  manager,  accountant,  land  commissioner, 
and  others.  Each  must  be  measured  by  the 
things  for  which  he,  as  an  official,  is  accountable. 
And  in  comparing  the  expenditures  of  depart- 
ments, one  with  the  other,  or  one  period  with 
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another,  every  item  of  expense  not  applicable, 
together  with  all  the  peculiar  circumstances  at- 
tending the  working  of  the  department,  must  be 
carefully  considered.  Thus,  to  illustrate,  the 
freight  earnings  of  two  different  companies  may 
be  the  same  and  yet  the  expense  attending  the 
auditing  of  the  accounts  of  one  may  be  ten  times 
as  great  as  the  other,  the  difference  arising  from 
the  greater  number  of  way-bills  handled.  Differ- 
ences of  this  character  arise  in  connection  with 
every  branch  of  the  service  and,  in  order  to  prop- 
erly measure  the  responsibility  of  those  con- 
cerned, must  be  remembered  and  duly  consid- 
ered. 


In  so  far  as  current  expenditures  are  measured 
by  those  of  another  period,  and  indeed  in  all 
cases,  it  is  important  that  the  information  should 
be  furnished  the  management  at  as  early  a  mo- 
ment as  possible.  A  comparative  statement  of 
the  operating  expenses  should  be  forthcoming  as 
early  as  the  twenty-second  of  the  succeeding 
month  and  sooner  if  possible.  The  comparison 
thus  shown  with  the  corresponding  period  of  the 
previous  year  or  month  enlightens  and  refreshes 
the  minds  of  the  management  if  any  outlay  not 
justified  by  current  needs,  has  escaped  its  at- 
tention. The  value  of  early  information  regard- 
ing expenditures  cannot  be  over-estimated.  It 
means,  oftentimes,  reductions  coincident  with  the 
furnishing  of  the  information;  and  so  every 
hour's  delay  may  involve  a  loss,  great  or  small. 
In  other  ways  such  information  is  of  course  valu- 
able as  a  means  of  testing  success  or  failure  in 
matters  of  general  management. 
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Exhibits  of  earnings  and  expenses  for  a  par- 
ticnlar  period  should  of  course  include  every- 
thing properly  coming  within  such  period.  In 
the  case  of  expenditures  it  will  not  be  the  cash 
paid  out  nor  the  material  bought,  but  the  actiial 
disbursements  in  operation.  If  the  material 
bought  is  used  it  should  be  included;  if  only  a 
part  has  been  used  the  balance  should  remain 
on  the  books  as  an  asset,  until  disbursed.  It  is 
unavoidable  that  such  items  as  claims  for  losses, 
damages  and  injuries  should  not  all  be  known 
and  shown  when  the  books  for  the  current  month 
or  year  are  closed.  This  is  to  be  regretted,  but 
such  items  are  comparatively  unimportant  andj 
in  the  main,  the  accounts  carried  over  will  be 
offset  by  those  of  the  corresponding  period  and 
so  comparisons  will  be  substantially  accurate.  It 
will  also  be  valuable  in  some  cases  in  order  to 
thoroughly  analyze  disbursement  accounts,  to 
give  variable  and  fixed  expenses  separately,  so 
far  as  they  are  respectively  dependent  upon  the 
volume  of  business.  In  this  way  any  expense  in- 
curred for  some  particular  reason  will  be  discov- 
ered if,  through  oversight,  it  is  allowed  to  con- 
tinue after  the  reason  therefor  has  ceased  to 
exist. 

It  is  said  that  everything  is  good  or  bad,  by 
comparison.  Certain  it  is  that  the  operating 
exhibits  prepared,  for  the  management  of  rail- 
roads will  be  greatly  enhanced  in  value  by  being 
made  comparative,  showing  increases  and  de- 
creases in  every  instance.  For  these  are  the  two 
great  stellar-lights  that  ever  interest  and  guide 
a  management,  flaring  out  blood-red  if  anything 
is  wrong,  and  white  if  everything  is  normal.  The 
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general  balance  sheet  of  a  company  should,  for 
local  use,  similarly  be  comparative,  showing  the 
increases  and  decreases  in  each  general  account 
of  the  company  (both  debit  and  credit)  so  that 
their  state,  relatively,  may  be  seen  at  a  glance. 


The  mile  unit,  so  called,  affords  valuable  in- 
formation and  a  practical  means  of  determining 
units  of  service  and  units  of  cost  within  certain 
limits;  and  while  every  one  does  not  attach  the 
same  value  to  the  information  thus  afforded 
there  can  be  no  doubt  of  its  great  importance  as 
a  guide  in  many  instances.  Thus  it  is  used  in 
designating  the  total  distance  passengers  and 
freight  tons  are  carried,  respectively;  also  the 
total  mileage  of  empty  and  loaded  cars,  engines, 
trains,  wheels,  etc.,  separately,  as  particularized 
further  on.  The  mileage  is  determined  in  the 
following  manner.  The  passenger  mileage,  to 
use  it  as  an  illustration,  is  arrived  at  by  mul- 
tiplying the  number  of  passengers  carried  by  the 
distance  they  travel  respectively,  the  result  be- 
ing the  number  of  passengers  carried  one  mile, 
of  which  the  unit  is  the  passenger  mile— the 
movement  of  one  passenger  one  mile.  The  freight 
ton  mileage  and  car,  engine,  train,  wheel,  and  tire 
mileage  are  arrived  at  in  a  like  manner.  By  divid- 
ing the  gross  freight  earnings  (to  illustrate  a  use 
that  is  made  of  the  mile  unit)  by  the  total  num- 
ber of  tons  carried  one  mile,  the  average  rate 
earned  for  each  ton  per  mile  is  arrived  at.  By 
comparing  this  with  the  preceding  year  or  month, 
the  increase  or  decrease  in  the  average  rate  is 
shown.  In  the  case  of  expenditures,  by  dividing, 
we  will  say,  the  total  number  of  pints  of  oil  used 
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in  lubricating  freight  cars  by  the  total  wheel 
mileage  of  such  cars,  the  average  consumption 
per  wheel  mile  is  attained.  The  value  of  infor- 
mation of  this  character  is  of  vast  importance 
in  itself  but  is  greatly  enhanced  by  comparisons 
with  corresponding  periods  or  with  similar  ex- 
penditures on  other  roads. 

The  mile  units,  arrived  at  in  the  manner  de- 
scribed and  representing  different  phases  of  op- 
erations, may  be  recapitulated  as  follows: 

The  passenger  mile  unit  represents  the  move- 
ment of  one  passenger  one  mile.  The  mileage  of 
each  class  may  also  be  thus  shown. 

The  freight  ton  mile  unit  represents  the  move- 
ment of  one  ton  of  freight  one  mile.  The  mile- 
age of  each  class  or  commodity  might  be  ap- 
proximately shown,  if  the  great  cost  permitted. 

The  wheel  mile  represents  the  movement  of  one 
wheel  one  mile.  This  mileage  is  arrived  at  by 
multiplying  the  mileage  of  cars  and  locomotives, 
respectively,  by  the  total  number  of  wheels  there- 
under. In  the  case  of  cars  the  mileage  is  shown 
separately  for  passenger,  freight,  baggage,  mail, 
etc.  The  different  kinds  of  wheels  under  loco- 
motives (driver,  truck  and  tender)  are  also 
shown  separately  so  that  the  longevity  of  each, 
including  tires,  may  be  determined. 

The  engine  mile  represents  the  movement  of 
one  locomotive  and  tender  one  mile. 

The  car  mile  represents  the  movement  of  one 
car  (the  different  classes  being  given  separately) 
one  mile,  loaded  and  empty  cars  being  given 
apart. 

The  train  mile  represents  the  movement  of  one 
train  (classified)  one  mile. 
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The  net  train  ton  mile  represents  the  move- 
ment of  one  ton  one  mile,  based  on  the  total 
weight  of  cars  hanled  and  their  contents. 

The  gross  train  ton  mile  represents  the  move- 
ment of  one  ton  one  mile,  based  on  the  total 
weight  of  cars  and  contents,  including  the  loco- 
motive and  tender.* 

The  value  of  the  mile  nnit  for  testing  ex- 
penses has  many  limitations.  Thus  it  takes  no 
account  of  the  factors  of  speed,  grades,  align- 
ments, terminal  appurtenances,  weather  condi- 
tions, traflSc  density,  nor,  as  usually  applied,  of 
the  different  classes  of  traffic  such  as  first,  second 
and  third  class  passengers,  and  the  bulk  and 
nature  of  commodities  carried.  It  is,  however, 
extremely  valuable  in  many  ways,  and  some  of 
its  useful  purposes  are  pointed  out  below.  It 
also  answers  many  necessary  and  useful  pur- 
poses in  apportioning  operating  expenses  to  the 
different  divisions  of  a  road  and  in  exhibits  in- 
tended to  show,  however  futile  and  valueless,  the 
cost  of  passenger  and  freight  service  separately. 


The  Passenger  Mile.  As  mail  and  express  mat- 
ter is  carried  on  the  same  trains  with  passen- 
gers, it  is  difficult,  if  not  impossible,  to  separate 
the  cost  of  carrying  passengers  from  that  of 
carrying  the  mails  and  express.     A  portion  of 

*  The  foregoing  units  of  measurement  are  designated  "compound 
units,"  In  contradistinction  to  "simple  units,"  Buch  as: 

Unit  of  Mass — The  Ton  (2,000  pounds). 

Unit  of  Distance — ^The  Mile  (5,280  feet). 

Unit  of  Tlme^ — The  Hour  (60  minutes). 

Unit  of  Motive  Power — ^The  Engine  (an  engine  or  motor  of  any 
type). 

Unit  of  Rolling  Stock — The  Car  (a  car  of  any  type  used  in  train 
service). 

Unit  of  Road  Movement — The  Train  (as  defined  by  the  Standard 
Code). 
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the  expenses  of  passenger  trains,  it  is  also  ap- 
parent, are  not  dependent,  for  the  moment,  on 
the  number  of  passengers  carried.  Station  and 
other  facilities  are  provided,  and  the  train  must 
run  as  scheduled,  and  make  the  various  stops 
irrespective  of  the  number  of.  passengers  carried. 
For  these  and  other  reasons  the  passenger  mile 
is  limited  as  a  means  of  testing  passenger  ex- 
penses. It  is  esteemed  useful,  however,  in  some 
instances,  more  particularly  in  connection  with 
certain  passenger  traffic  expenses  of  a  company. 
In  connection,  in  fact,  with  any  expense  directly 
or  remotely  dependent  upon  the  gross  mileage  of 
passengers.  Its  great  use.  however,  is  in  deter- 
mining the  average  rate  of  fare,  a  thing  of  active 
interest  (as  a  test  for  purposes  of  comparison 
and  otherwise)  to  every  management.  It  is  the 
custom  on  some  roads  to  keep  the  earnings  of 
each  passenger  train  separately  so  that  its  earn- 
ings may  be  compared  with  the  cost  of  operat- 
ing ;  this,  and  also  for  the  purpose  of  auditing 
ticket  sales  and  fares  collected.  The  gross  mile- 
age of  passengers  and  the  average  rate  per  pas- 
senger per  mile  may  be  shown  for  each  train,  if 
thought  desirable.  This  used  in  connection  with 
the  number  of  passengers  carried  and  the  mile- 
age of  the  train,  will  afford  a  very  minute  analy- 
sis of  the  business.  The  advantage  gained,  how- 
ever, is  not  apparent,  measured  by  the  cost  of 
the  clerical  work.  The  information  would  show 
the  service  performed  and  so  be  a  useful  hint  in 
determining  the  reasonableness  of  the  expense 
incurred.  

The  Freight  Ton  Mile.     The  freight  ton  mile 
is  esteemed  useful  by  some  in  measuring  the  gen- 
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eral  expenses  connected  with  the  freight  busi- 
ness. It  is  also  sometimes  used  (though  its  ap- 
propriateness is  doubtful)  to  measure  the  cost 
of  repairs  of  freight  cars  and  in  connection  with 
the  locomotive  and  train  service ;  but  it  is  riot  as 
adaptable  for  these  purposes  as  the  car  or  en- 
gine mile,  or  net  train  ton  mile  units.  Like  the 
passenger  mile,  it  has  a  value  in  determining  the 
average  freight  rate  for  the  time  being,  infor- 
mation thought  to  be  indispensable  in  this  coun- 
try. In  respect  to  this  it  is  of  much  greater 
practical  value  than  in  the  case  of  passengers, 
for  the  reason  that  the  rates  for  the  latter  are 
comparatively  stable,  while  freight  rates  fluctu- 
ate constantly  and  widely  to  meet  the  exactions 
of  competitive  carriers  and  markets. 

Another  important  use  made  of  the  freight 
ton  mile  is  that  of  ascertaining  the  density  of 
traflSc;  the  average  number  of  tons  carried  one 
mile  per  mile  of  road ;  the  average  number  of 
tons  carried  per  train ;  and,  still  more  important, 
the  average  number  of  tons  carried  per  loaded  car. 
While  there  can  be  no  uniformity  in  this  respect 
as  between  diiferent  roads  or  different  divisions 
of  the  same  road,  the  average  load  per  car  hauled 
will  always  be  interesting  and  valuable  to  a  man- 
agement in  its  efforts  to  discover  to  what  extent 
its  utilities  are  used  by  those  who  have  immediate 
charge  of  the  physical  handling  of  traffic. 

Referring  to  the  lack  of  uniformity  on  differ- 
ent railroads  in  regard  to  the  average  ton  haul 
per  loaded  freight  car,  the  writer  has  this  to  say 
on  the  subject  in  another  volume:  ** There  are 
few  situations,  few  localities  so  isolated  that 
shippers  are  compelled  to   submit  patiently  to 
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delays  in  supplying  their  wants.  In  remote  parts 
of  the  world  there  may  be,  indeed  there  are, 
localities  where  the  carrier  may,  with  perfect 
reasonableness,  decline  to  send  a  car  forward 
until  there  is  a  full  load,  whether  it  be  hours  or 
days  in  filling.  In  such  cases  there  is  the  maxi- 
mum profit  to  the  carrier.  Shippers  understand 
the  situation  and  their  business  is  built  up  to 
conform  thereto.  They  acquiesce  perforce  in 
the  rule  that  the  cars  must  be  filled,  and  after- 
wards will  not  be  hauled  until  there  are  also  full 
train-loads.  Thus  the  maximum  train  mile  ton- 
nage is  assured  the  carrier  to  the  great  gratifica- 
tion of  owner  and  manager,  and  the  no  less 
shame  and  mortification  of  managers  of  other 
roads  where  traffic  must  meet  the  instant  wants 
of  the  patrons  or  be  lost;  but  where,  alas,  the 
result  of  such  futile  operations  will,  neverthe- 
less, be  compared  with  the  more  favored  com- 
pany—and very  likely  criticised  unjustly  because 
of  the  relatively  poor  showing." 


The  Wheel  Mile.  The  wheel  mile  may  be  used 
to  analyze  consumption  (and  cost)  of  oil,  waste, 
tallow,  etc.,  for  lubricating  locomotives  and  cars. 
However,  in  the  case  of  locomotives  the  locomo- 
tive mile  and  the  net  train  ton  mile  units  are 
also  used  as  bases.  In  the  case  of  cars  the  car 
mile  is  also  used.  Consumption  per  wheel  per 
mile  run  for  lubricants  is  determined,  as  al- 
ready explained,  by  dividing  the  quantity  of  oil, 
waste  and  tallow  for  each  purpose  by  the  loco- 
motive and  car  wheelage  respectively;  the  wheel 
miles  run  per  pint  of  oil  or  pound  of  waste  being 
determined  by  dividing  the  total  wheel  mileage 
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by  the  pints  of  oil  or  pounds  of  waste  used  re- 
spectively.* 

Wheels  ai^e  oftentimes  guaranteed  by  the  man- 
ufacturers to  render  certain  service.  The  form 
of  guarantee  is  not  uniform,  however.  Thus 
in  one  case  it  will  be  based  on  mileage,  and 
in  another  on  time.  Where  the  guarantee  is 
based  on  mileage,  the  wheel  mile  record  is  nec- 
essary to  determine  whether  or  not  such  guaran- 
tees are  fulfilled.  Such  a  record  is  also  of  value 
in  determining  the  relative  wearing  qualities  of 
steel  tires  for  locomotive  and  passenger  car 
wheels. 

The  wheel  mile  as  a  unit  of  comparison  is  in- 
applicable in  those  cases  where  it  is  necessary 
to  differentiate  between  loaded  and  empty  cars 
or  between,  say,  an  engine  that  weighs  fifty  tons 
and  another  that  weighs  one  hundred  and  fifty 
tons.  Divergent  views  are  held  as  to  its  value  as 
a  unit  of  measurement  for  dividing  maintenance 
of  way  and  other  accounts  between  two  com- 
panies operating  a  track  in  common.  The  gross 
train  ton  mile  would  seem  to  be  a  better  basis 
of  division  in  such  case  as  representing  work  done 
and  therefore  a  more  accurate  guide  of  wear  and 
tear  to  track. 


The  Engine  Mile.  The  engine  mile  is  esteemed 
serviceable  for  measuring  the  cost  of  locomotive 
work,  viz. :  cost  per  mile  run  for  general  renewals ; 
ordinary  repairs,  and  current  supplies;  also  for 
testing  the  expense  for  enginemen  and  round- 
house men  and  the  consumption  of  fuel,  oil,  waste 

^  To  effect  this  computation  the  mileage  of  cars  with  eight  wheels 
Is  computed  separately  from  the  mileage  of  cars  with  twelve  wheels, 
and  so  on. 
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and  tallow  on  locomotives,  namely:  tons  of  coal 
and  quantities  of  oil,  waste  and  tallow  per  mile. 
Information  of  this  character  is  interesting  in 
itself,  but  is  especially  valuable  for  the  purpose 
of  comparing  the  results  for  each  engine  with 
that  of  other  engines  of  like  class  and  service. 
The  engine  mile  unit,  while  used  for  many  pur- 
poses, is  however  of  less  value  generally  speaking 
than  the  net  train  ton  mile. 

In  order  that  cost  may  be  shown  for  each  kind 
of  locomotive,  engine  mileage  should  be  classi- 
fied as  follows: 

Passenger  engine  mileage, 
Freight  engine  mileage. 
Mixed  train  engine  mileage, 
Helping  engine  mileage, 
Light  engine  mileage, 
Switching  engine  mileage. 
Work  engine  mileage. 


The  Car  Mile.  The  car  mile  is  made  use  of 
in  testing  the  average  cost  per  car  (and  for  cars 
in  the  aggregate)  for  repairs  per  mile  run.  It 
is  also  used  in  some  cases  for  analyzing  the  cost 
of  train  supplies  and  expenses;  also  in  deter- 
mining the  average  load  per  car,  presuming  that 
the  mileage  of  empty  cars  is  kept  apart  from 
that  of  loaded  cars.  In  this  connection  two 
empty  cars  are  sometimes  computed  as  being 
equal  to  one  loaded  car,  for  the  purpose  of  meas- 
uring the  cost  of  locomotive  and  train  service 
per  loaded  car  mile.  The  car  mile  unit  is  valu- 
able as  a  guide  in  determining  the  economical 
use,  or  otherwise,  of  oil  and  waste;  also  for  the 
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purpose  of  ascertaining  whether  the  oil  used  ful- 
fills the  terms  of  the  merchants'  guarantee,  when 
the  latter  covers  specific  distances.  It  is  also 
used  in  determining  the  wearing  qualities  (and 
therefore  the  relative  cost  and  value)  of  brake 
shoes,  journal  bearings,  wheels,  axles,  etc. 

In  order  to  ascertain  whether  cars  afford  pro- 
portionate returns,  the  cost  of  repairs  per  mile 
run  should  be  computed  on  the  basis  of  tonnage 
capacity.*  The  car  mile  is  further  used  to  de- 
termine the  number  of  passengers  or  tons  of 
revenue  freight  per  car  per  mile  run ;  this  is  ef- 
fected by  dividing  the  total  number  of  passen- 
gers or  tons  carried  one  mile  by  the  total  mileage 
of  loaded  (revenue)  cars.  While  it  would  seem 
that  the  wear  and  tear  of  loaded  cars  must  be 
greater  than  that  of  empty  cars,  yet  it  is  claimed 
by  experts  in  such  matters  that  the  difference  is 
not  appreciable.  Theories  in  regard  to  this,  how- 
ever, may  be  tested  (if  the  information  were 
worth  the  clerical  labor  it  would  cost),  by  taking 
several  cars  and  ascertaining  the  average  cost 
for  repairs  per  mile  run,  for  each  car  separately. 
Then  having  ascertained  the  mileage  of  each  car 
separately,  both  loaded  and  empty,  and  the  pro- 
portion that  each  bears  to  the  total,  we  would 
have  the  data  for  making  the  comparisons  de- 
sired. To  render  such  statistics  accurate,  how- 
ever, it  is  essential  that  the  cars  should  be  of 
similar    construction,  of  the    same    age,    in    like 


*  In  analyzing  the  cost  of  repairs  per  car  mile  it  would  be  desirable 
(if  the  expense  of  the  accounting  connected  therewith  were  not  too 
great)  to  differentiate  between  the  various  types  of  cars,  i.  e.»  to  keep 
the  cost  of  each  type  separate.  This  would  require  that  the  mileage 
should  also  be  kept  separate. 
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condition,  and  during  the  test  be  exposed  to  sub- 
stantially like  conditions.^ 


The  Train  Mile.  The  train  mile  is  the  unit  of 
movement  between  terminals.  It  is  used  more 
or  less  (whether  appropriately  or  not)  in  testing 
expenses  such  as  telegraph,  personal  injuries, 
clearing  wrecks,  etc.  As  trains  vary  greatly,  it 
is  not  a  fit  unit  for  measuring  expenses  depend- 
ent upon  the  number  of  cars  or  weight  of  trains, 
such  as  car  repairs  or  tons  of  fuel  consumed  by 
locomotives.  The  train  mile  is  useful  in  deter- 
mining the  average  number  of  cars  i)er  train  per 
mile  run;  also  in  determining  the  average  tons 
of  freight  or  number  of  passengers  carried  re- 
spectively, per  train  per  mile  run.  To  further 
particularize,  the  train  mile  unit  is  esteemed  es- 
I)ecially  adaptable  for  making  comparative  tests 
of  train  expenses,  such  as  conductors,  brakemen, 
baggagemen,  collectors  and  train  porters.  It  is, 
however,  not  an  equitable  basis  to  be  used  gener- 
ally. Thus,  in  the  case  of  a  train  hauled  by  a 
single  engine  as  against  another  containing  a 
greater  number  of  cars  and  drawn  by  two  loco- 
motives, but  classed  as  one  train.  It  is  also  ap- 
parent that  it  would  not  be  fair  to  compare  the 
last  named  with  that  of  two  trains  hauling,  prac- 
tically, a  like  number  of  cars.  By  the  use  of 
the  double  header  the  wages  of  a  conductor,  and 
I)erhaps  a  brakeman,  is  saved  while  the  mileage 
of  the  two  trains  is,  of  course,  double  that  of 
the  other.     Moreover,  the  risk  of  collisions  and 

*  Per  contra  and  In  invalidation  of  this  method  of  determining  rela- 
tlTe  cost,  it  is  claimed  hy  those  familiar  with  such  matters  that  fully 
sixty-flTe  per  cent,  of  the  damage  occasioned  freight  cars  Is  in  the 
switching  yards,  and  only  thirty-five  per  cent.  In  road  service. 
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accidents  of  a  similar  nature  is  diminished  in  the 
case  of  the  single  train.  This  is  offset  somewhat 
by  the  risk  of  the  train  breaking  in  two  and 
thereby  causing  damage  because  of  the  great 
number  of  cars  and  the  strain  put  upon  the  coup- 
lers in  the  case  of  the  double  header.  The  cost 
of  operating  a  double  header  is  also  greater  (ir- 
respective of  engine  expenses  and  service)  than 
one  hauled  by  a  single  locomotive,  though  it 
would  be  difficult  perhaps  to  accurately  particu- 
larize such  excess. 


The  Net  Train  Ton  Mile.  This  is  arrived  at 
by  taking  the  weight  of  each  train  and  contents 
(exclusive  of  locomotive  and  tender)  and  multi- 
plying it  by  the  mileage  of  the  train.  The  pro- 
portion that  the  dead  weight  bears  to  the  total 
weight  in  the  case  of  freight,  is  obtained  by  di- 
viding the  total  freight  ton  miles  by  the  total  net 
train  ton  miles.  In  the  case  of  passenger  serv- 
ice, an  arbitrary  tonnage  is  added  usually,  to 
cover  the  weight  of  passengers,  baggage,  mail 
etc.* 

The  net  train  ton  mile  is  thought  to  be  pecul- 
iarly adapted  for  testing  the  work  done  and  the 
relative  cost  of  locomotive  service.  The  cost  per 
net  train  ton  mile,  in  this  connection,  is  analyzed 
in  a  manner  generally  similar  to  that  described 
in  connection  with  the  engine  mile. 

The  net  train  ton  mile  is  an  admirable  basis 
for  testing  the  measure  of  cost  for  various  items 

*  There  is  no  uniformity  of  practice,  it  appears,  In  regard  to  esti- 
mated weight  for  passengers  that  should  be  added  to  the  weight  of  the 
car.  This  is  also  true  in  the  case  of  contents  of  baggage  and  mail 
cars.  In  some  instances  three  tons  are  added  to  each  car  for  passen- 
gers, baggage  and  mail :  in  other  cases  two  tons  per  passenjser  car  and 
live  tons  for  baggage  and  mail  cars. 
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chargeable  to  locomotives,  such  as  repairs,  fuel, 
oil,  waste  and  tallow,  engineers,  firemen,  wipers, 
dispatchers,  roundhouse  laborers,  tools  and  other 
supplies.  It  represents  more  accurately  the  work 
performed  by  locomotives  than  the  engine  or  train 
mile  basis  and  is  therefore  better  for  compara- 
tive and  other  purposes. 

The  net  train  ton  mile  is  an  adaptable  measure 
of  service  for  the  reason  that  it  is  a  constant  unit. 
Under  the  engine  or  train  mile  basis  the  lighter 
the  train  handled  the  better  the  comparative 
showing;  under  the  train  ton  mile  basis  the 
heaviest  train  should,  relatively,  make  the  best 
showing.  Under  the  net  train  ton  mile  basis 
operations  are  subjected  to  an  economic  meas- 
urement impossible  under  the  engine  or  train 
mile  basis.  The  net  train  ton  mile  being  based 
on  the  unit  of  work  done  is  an  accurate  measure 
of  service  rendered,  while  the  other  is  not.  To 
illustrate:  we  will  suppose  the  average  monthly 
miteage  in  one  year  per  engine  is  3169  miles; 
for  the  succeeding  year  the  average  is  3264  miles, 
showing  an  increase  of  three  per  cent.  On  the 
other  hand  the  average  monthly  net  train  ton 
mileage  per  engine,  we  will  say,  is  867,210  tons; 
and  for  the  succeeding  year,  1,075,340  tons,  or  an 
increase  of  twenty-four  per  cent.  On  the  engine 
mile  basis  the  locomotive  performed,  it  would 
appear,  practically  the  same  work  each  year, 
while  on  the  net  train  ton  mile  basis  it  shows  an 
increase  of  twenty-four  per  cent.  This  favora- 
ble showing,  it  will  be  found,  resulted  from  the 
use  of  more  powerful  locomotives,  an  increased 
tonnage  rating  of  locomotives  or,  more  probably, 
a  combination  of  both. 
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A  comparison  of  fuel  consumption  on  the  en- 
gine mile  and  net  train  ton  mile  bases  is  equally 
instructive.  Thus,  for  engines  having  a  tonnage 
rating  of  fifteen  hundred  tons  between  two 
points  one  hundred  and  fifty  miles  apart,  one 
engine  will  make  the  run  pulling  nine  hundred 
tons,  while  the  other  will  haul  fifteen  hundred 
tons;  on  the  net  train  ton  mile  basis  one  can  see 
at  a  glance  the  difference  in  service  rendered, 
while  it  would  not  be  perceptible  in  the  other 
case. 

Measuring  locomotive  expenses  on  the  net  train 
ton  mile  basis  is  ever  an  incentive  to  those  in 
charge  to  see  that  engines  haul  the  maximum  ton- 
nage based  on  their  rating,  respectively,  which  last 
(i.  e.,  their  hauling  capacity)  is  ascertained  by 
the  use  of  the  dynamometer  car.  The  cost  of 
operation  per  mile  run  will  presumably  show  an 
increase  when  the  maximum  tonnage  is  hauled, 
for  the  reason  that  the  locomotive  will  deteri- 
orate more  rapidly  because  of  the  increased  bur- 
den put  upon  it.  Finally,  it  may  be  said,  that 
the  definite  information  conveyed  by  the  net 
train  ton  mile  basis  enables  the  management  to 
measure,  accurately,  each  unit  of  work  done  for 
each  unit  of  cost ;  hence  its  usefulness  and  value. 

A  writer  on  this  subject  says:  ''In  order  to 
determine  the  relative  economy  exercised  in  the 
use  of  locomotives,  the  gross  tonnage  hauled 
should  be  tested  by  the  units  of  power  capable 
of  being  developed  by  the  locomotives.  If  the 
number  of  net  train  ton  miles  per  locomotive 
tractive  power  mile  can  be  increased,  the  effi- 
ciency of  the  locomotive  service  is  correspond- 
ingly augmented,  provided  the  cost  of  mainte- 
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nance  and  operation  are  not  increased  propor- 
tionately. This  latter  factor  can  be  determined 
by  applying  the  proper  test,  viz:  the  cost  per 
unit  of  work  done— the  net  train  ton  mile/' 

With  the  information  in  hand  furnished  by  the 
net  train  ton  mile,  showing  the  average  number 
of  tons  hauled  per  train  for  a  particular  line, 
and  having  also  at  hand  the  average  tractive 
power  of  the  locomotives  on  that  particular  line, 
when  practicable,  those  interested  in  the  matter 
may  readily  discover  whether  the  power  has  been 
used  to  the  full  extent  or  how  much  it  has  fallen 
short. 


The  Gross  Train  Ton  Mile.  The  gross  train 
ton  mile  includes  the  weight  of  the  engine  and 
tender  and  is  recommended  by  some  as  the  only 
basis  of  computation  by  the  Motive  Power  De- 
partment. It  would  seem,  however,  that  it  would 
be  just  as  appropriate  for  the  miller  to  add  his 
own  weight  to  his  grist,  as  for  the  power  depart- 
ment to  add  the  weight  of  the  locomotive  to  the 
product  of  its  work.*  The  cost  of  the  gross  train 
ton  mile  is  a  proper  basis  for  ascertaining  the 
cost  per  ton  and  per  passenger  moved.  It  is 
especially  adaptable  as  a  basis  for  dividing  track 
and  similar  expenses  between  companies  operat- 
ing tracks  in  common  and  sharing  the  expense 
according  to  the  use  made  thereof.  It  is  proba- 
ble that  while  wheelage  is  more  often  used  for 
this   purpose,   there  can  be  no   doubt  that  the 

*  This  is  claimed,  however,  to  be  an  extreme  view  ef  the  case,  for 
the  reason  that  live  pounds'  pull  on  the  draw-bar  will  move  one  ton 
of  freight  in  a  car  behind  the  draw-bar,  while  It  will  take,  it  Is  claimed, 
equal  to  twelve  pounds'  pull  on  the  draw-bar  to  move  a  ton  of  the  engine 
itself.  In  other  words,  it  costs  more  than  twice  as  much  to  move  one 
ton  of  weight  in  the  engine  as  it  does  in  the  car. 
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gross  train  ton  mile  is  a  more  fit  basis  of  appor- 
tionment, representing,  as  it  does,  actual  use  of 
facilities  and  therefore  a  more  trustworthy  indi- 
cation of  the  wear  and  tear  of  track  and  ap- 
purtenances. In  other  respects  it  is  also 
apparent,  leaving  out  the  question  of  speed,  that 
the  gross  train  ton  mile  represents  wear  and  tear 
of  rails  and  other  fixtures  of  track  more  nearly 
than  any  other  unit  of  measurement.  The  gross 
train  ton  mile  also  affords  a  more  equitable 
basis  for  apportioning  many  general  expenses 
between  the  different  divisions  of  a  road  than 
earnings  or  mileage  of  track.  And  this  is  true 
also,  in  a  measure,  in  regard  to  certain  expenses 
that  are  common  to  both  passenger  and  freight 
traffic. 


The  foregoing  minute  enumeration  of  meth- 
ods, while  voluminous,  forms  only  a  part— the 
technical  part— of  the  measures  adopted  by 
railroad  companies  to  safeguard  their  expenses; 
to  secure  efficiency  and  prevent  extravagance 
or  waste.  Those  enforced  in  connection  with 
labor  are  a  case  in  point.  This  is  also  true  of 
material,  including  fuel.  Thus  the  ordering,  pur- 
chasing, caring  for,  disbursing,  using  and  ac- 
counting for  material  is  of  unexampled  impor- 
tance in  the  economy  of  railway  operations  and 
is  safeguarded  by  measures  corresponding  there- 
to. **It  is  not  what  you  earn  but  what  you 
save,'*  is  an  old  proverb,  and  as  true  of  corpora- 
tions as  of  individuals.  For  how  unavailing  all 
the  thought  expended  upon  the  track,  in  arrang- 
ing trains,  in  economizing  power,  in  securing 
traffic,  if  wisdom  and  efficiency  are  not  exercised 
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in  buying,  husbanding  and  expending  material 
which  forms  so  enormous  a  proportion  of  the 
total  expenditures  of  a  railway.  In  no  other 
field  of  enterprise  is  there  so  great  a  variety 
of  different  kinds  of  material  used,  and  in  such 
vast  quantities,  with  such  inadequate  facilities 
for  guarding.  Every  species  of  industry  is 
drawn  upon  to  supply  the  need.  How  to  safe- 
guard this  vast  expenditure  in  money  is  one  of 
the  questions  confronting  every  railway  manager. 
And  in  this  connection,  it  must  not  be  over- 
looked that  methods  of  accoimting  must  be  ade- 
quate to  the  need,  otherwise  the  enforcement 
of  honesty,  wisdom  and  frugality  can  not  be 
fully  assured  and  the  high  attainment  sought 
by  a  management  will  be  frittered  away  to  that 
extent.  And  while  the  field  is  vast  and 
involves  innumerable  subtleties,  yet  all  the 
agencies  and  methods  employed  must  harmonize; 
must  work  without  friction,  whether  the  purpose 
be  that  of  a  check  or  merely  co-operative  effort. 
How  to  accomplish  this  and  other  problems  re- 
lating to  material  and  labor  and  the  miscellane- 
ous expenditures  of  a  railroad  company,  form 
the  subject  of  the  succeeding  chapters  of  this 
book.  The  matter  is  discussed  briefly  in  its 
economic  aspects,  but  more  fully  in  regard  to 
classification  of  expenditures  and  the  concrete 
rules  and  regulations  that  must,  in  one  shape  or 
another,  be  enforced  on  every  railroad  to  secure 
effective  service. 


CHAPTER  n. 

RAILWAY     SUPPLIES:     NECESSITY     AND     VALUE     OF 
HANDLING    THEM    SCIENTIFICALLY. 

The  supplies  of  a  railroad  are  understood  to  mean  new 
and  old  material  on  hand  in  store,  not  in  use.  Incidentally, 
however,  they  include  property  of  a  portable  nature,  such 
as  tools  in  the  hands  of  workmen,  the  due  protection  of 
which  is  important,  as  supplies  in  store  must  be  drawn 
upon  to  replace  them.  I  shall,  therefore,  not  only  consider 
the  question  of  supplies,  but  point  out  some  necessary  safe- 
guards in  connection  with  their  use. 

The  supplies  of  a  railway  constitute  personal  property. 
They  are  in  the  nature  of  a  permanent  investment.  They 
have  a  current  value  in  the  market,  yet  are  not  available  as 
an  asset  (except  in  the  sense  that  the  right  of  way  of  a 
railroad  is  an  asset),  for  the  reason  that  a  property  cannot 
be  operated  without  them,  any  more  than  it  can  be  operated 
without  a  track.  They  are,  therefore,  to  be  viewed  from  the 
same  standpoint  as  the  latter.  They  cannot  be  disposed  of, 
and  can  only  be  slightly  diminished  in  amount. 

The  custom  in  regard  to  the  disposition  of  supplies  in  the 
accounts  is  not  uniform.  Thus,  it  was  not  the  practice,  in 
former  times,  in  America,  to  capitalize  these  investments. 
The  reason  of  this  omission  doubtless  grew  out  of  the  fact 
that  the  amount  in  the  early  history  of  railroads  was  small, 
and  the  credit  of  the  companies  so  pinched  as  not  to  make 
it  easy  to  capitalize  expenditures  of  this  nature. 

The  amount  of  material  necessary  for  a  company  to  keep 
on  hand  to  meet  current  wants  depends  largely  on  the  prox- 
imity of  markets  and  the  character  and  extent  of  the  prop- 
erty and  the  amount  of  its  business. 

The  value  of  railway  supplies  on  hand,  with  the  tools  and 
light  Implements  in  the  hands  of  employes,  are  thought  to 
represent  an  average  of  about  two  and  one-half  per  cent,  of 
the  total  amount  invested  in  railway  property. 

Bach  year  adds  to  the  number  of  articles  that  a  railway 
uses.  Improvements,  new  conveniences  and  luxuries  swell 
the  list.  Upon  many  roads,  libraries,  baths,  barber  shops, 
pianos,  card  tables,  luxurious  lounges,  secretaries,  etc.,  form 
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part  of  the  paraphernalia  of  trains.  The  list  will  go  on 
increasing  until  It  embraces  every  article  found  In  the  most 
luxurious  home. 

Not  only  are  the  articles  used  by  railroads  multiplying 
from  day  to  day,  but  they  are  also  Improving  In  quality. 
A  car  wheel  that  would  average  twenty  thousand  miles  was 
formerly  thought  to  be  of  high  grade.  Now  wheels  aver- 
age much  higher,  notwithstanding  the  Increased  speed  of 
trains  and  weight  of  cars. 

Supplies  represent  cash.  It  takes  cash  to  replace  them. 
They  should,  therefore,  be  guarded  with  the  same  care  as 
cash.  This  is  not  usual.  The  reason  is  that  the  use  rather 
than  the  value  of  the  thing  Is  considered.  If  we  lose  a  pack- 
age of  money,  the  fact  Is  bemoaned  by  a  whole  continent; 
the  Associated  Press  recognizes  Its  Importance;  the  tele- 
graph resounds  with  its  details;  local  reporters  exert  them- 
selves to  ascertain  particulars.  If  the  employe  of  a  corpora- 
tion loses  It,  he  is  blamed,  perhaps  disgraced.  If  money  is 
stolen,  myriads  of  detectives  prick  up  their  ears  In  anticipa- 
tion of  the  reward.  When  the  agent  of  a  railroad  embezzles 
a  few  dollars,  the  staff  trembles  with  suppressed  indignation 
and  no  stone  is  left  unturned  to  secure  a  return  of  the  money 
and  the  punishment  of  the  delinquent.  This  is  the  rule  with 
cash;  it  Is  not  the  rule  with  supplies.  The  loss  or  improvi- 
dent use  of  material  Is  not  known  in  the  majority  of  cases, 
even  by  those  immediately  in  charge.  Why?  Because  of 
defective  methods  of  handling  material. 

The  amount  of  material  at  any  designated  point  on  a  road 
is  an  unknown  quantity.  Absolute  precision,  as  in  the  case 
of  cash,  iB  Impossible.  If  there  is  a  surplus  or  deficiency 
when  the  inventory  Is  taken,  it  Is  adjusted  In  the  accounts 
without  remark,  unless  excessive  or  peculiar.  Arbitrary 
regulations  that  govern  In  the  case  of  cash  cannot  apply  to 
material.  Those  In  charge  of  material  are  quite  as  honest  as 
those  who  handle  cash,  but  they  do  not  have  the  same  check 
upon  It;  cannot  guard  it  with  equal  care.  This  breeds 
improvidence,  carelessness  of  thought  and  action,  and  while 
any  known  offense  is  punished,  discovery  Is  not  sure,  as  it 
Is  in  the  case  of  loss  of  money.  This  is  demoralizing;  it 
makes  men  forget  that  material  has  the  same  value  to  a 
company  as  cash,  and  that  its  destruction  or  improper  use 
Is  equally  disastrous. 

In  order  to  insure  necessary  and  proper  safeguards  In  the 
handling  of  material,  we  must  consider  it  from  the  stand- 
point of  value  solely.  To  misappropriate  or  waste  It  must  be 
esteemed  the  same  as  the  misappropriation  or  loss  of  money. 
Its  deterioration  through  lack  of  proper  care  must  be  'ooked 
upon  the  same  as  any  other  offense  against  good  business 
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usage.  Its  loss  must  be  thought  the  same  as  the  loss  of 
money.  It  is  no  exaggeration  to  say  that  a  cashier  who 
would  use  a  drawer  that  contained  cracks  through  which 
more  or  less  money  was  lost,  or  who  stored  his  cash  on 
window  sills  and  in  public  entries,  would  be  considered 
improvident  in  his  methods  of  business.  The  losses  that 
occur  in  connection  with  material  that  are  avoidable,  within 
just  and  reasonable  limits,  are  as  inexcusable  as  the  loss  of 
money  under  the  circumstances  named. 

The  disparity  that  exists  between  the  care  of  property  and 
the  care  of  money  is  ludicrous,  not  only  upon  railroads  but 
elsewhere.  We  watch  our  money  with  unceasing  vigilance; 
when  we  receive  it  we  count  and  recount  it,  examining  it 
meanwhile  with  eye  and  tooth.  While  it  is  in  our  possession 
we  store  it  in  costly  vaults  and  in  safes  at  once  the  pride  of 
artisans  and  the  despair  of  burglars.  When  we  pay  it  out 
we  count  and  recount  it  as  before,  and  at  the  close  of  each 
day  particularize  our  payments  and  sum  up  that  which  we 
have  on  hand  with  the  utmost  precision,  lest  a  penny  should 
be  lost.  This  care  is  not  exaggerated.  It  Is  the  result  of 
experience,  of  necessary  precaution.  What  are  the  practices 
of  railroads  in  regard  to  material?  Is  the  same  provision 
made  for  it  that  the  merchant  and  manufacturer  practice? 
Hardly!  The  purchaser  inspects  it  when  it  is  received,  but 
in  consequence  of  lack  of  experience  and  proper  facilities, 
many  counterfeits  are  palmed  off  upon  him.  When  received, 
he  does  not  place  it  in  costly  vaults  or  safes,  nor  even  behind 
oaken  doors  or  carefully  barred  windows.  The  smaller  arti- 
cles he  places  in  what  he  calls  a  storeroom.  This  storeroom 
is,  however,  in  many  cases,  nothing  more  nor  less  than  a  few 
shelves  loosely  constructed  in  a  roundhouse,  or  a  comer  par- 
titioned off,  perhaps  without  locks  or  bolts.  If  the  supply 
of  material  is  large,  a  special  room  is  assigned.  But  this 
room,  in  the  majority  of  cases,  is  much  too  small,  and  its 
internal  arrangements  ill  adapted  to  the  purpose  it  serves. 
Whatever  its  character,  it  is  used  only  to  store  small  sup- 
plies. The  great  bulk  of  the  material  lies  scattered  about 
the  buildings  and  yards.  Some  of  it  is  waiting  to  be  used  on 
the  morrow;  some  of  it  has  been  overlooked.  It  is  scat- 
tered, because  there  is  no  convenient  place  for  it.  It  is  suf- 
fering more  or  less  deterioration;  many  articles  are  lost  or 
stolen,  while  such  materials  as  oils  impregnate  the  earth  with 
their  drippings  and  perfume  the  air  with  their  odors.  The 
picture  is  not  exaggerated.  There  are,  of  course,  exceptions. 
I  have  in  mind  storehouses  constructed  recently  in  the  light 
of  experience  and  known  wants  that  are  in  every  way  ade- 
quate.   These  are  the  exceptions,  however. 

The  blame  does  not  attach  to  the  railroad  managers  of 
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to-day.  It  antedates  our  time.  Innumerable  causes,  how- 
e\er,  tend  to  perpetuate  it. 

The  scant  thought  given  to  the  subject  originally  by  those 
who  planned  our  shops  and  depots  of  supply  strikes  the 
observer  with  amazement.  If,  when  we  paid  money  into  a 
bank,  it  were  necessary  for  the  teller  to  crawl  over  a  con- 
tiguous counter,  through  an  open  window,  past  a  long  line 
of  men  engaged  In  various  occupations,  in  order  to  reach 
his  money  drawer,  located  in  a  coal  cellar,  we  should  say 
that  the  bank  was  poorly  planned,  if  economy  in  its  working 
and  safety  in  the  care  of  its  funds  were  desirable.  Tet  the 
practices  In  regard  to  the  handling  and  storage  of  material, 
in  many  instances,  are  quite  as  absurd.  And  what  is  more 
remarkable,  is  that  they  excite  neither  surprise  nor  sug- 
gestion. 

It  is  probable  that  the  defective  system  of  railroads  for 
handling  material  grew,  primarily,  out  of  a  division  of 
responsibility.  It  sprung  up,  like  "Topsy,"  without  method 
or  forethought.  Where  shops  were  planned  by  an  engineer, 
he  was  not  called  upon  to  make  provision  for  supplies,  or, 
if  he  was,  the  storehouse  was  inconveniently  located.  The 
rule  was  to  construct  such  buildings  out  of  remnants;  not 
with  reference  to  convenience  of  unloading,  storing  and  dis- 
bursing, but  with  a  view  rather  to  the  utilization  of  an  unoc- 
cupied spot. 

While  elaborate  provision  has  been  made  by  railroads 
for  their  equipment  and  machinery,  the  storeroom  for  sup- 
plies has  been  forgotten  or  ignored.  Nothing  could  exceed 
the  convenient  character  of  our  machine  shops  and  round- 
houses, or  the  minute  care  that  has  been  exercised  to  see 
that  all  the  parts  conform  to  the  use  to  be  made  of  them. 
Every  device  by  which  economy  of  labor  and  the  protection 
of  the  plant  can  be  secured  is  carefully  considered.  The 
same  standard  of  excellence  should  be  observed  in  regard 
to  the  supply  stores.  The  standard  should  be  the  standard 
of  private  practice. 

It  does  not  require  any  extended  or  technical  knowledge 
of  railway  affairs  to  teach  us  that  the  same  ,care  should  be 
observed  to  protect  railway  supplies  that  a  prudent  and 
thrifty  merchant  uses  to  protect  similar  merchandise.  To 
the  extent  this  is  neglected,  we  are  remiss.  The  occasion  of 
this  remissness  may  excuse  it,  but  it  does  not  alter  the  con- 
ditions. To  say  that  it  is  the  result  of  lack  of  forethought 
and  not  of  design,  of  Inexperience  and  not  of  deliberate 
intention,  does  not  make  the  loss  any  less  to  railroad  com- 
panies. We  must  not  expect,  however,  the  high  standard  of 
the  merchant.  In  his  own  business  he  is  personally  on  the 
ground  to  plan,  arrange  and  inspect;   moreover,  his  intelli- 
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gence  is  heightened  by  the  instinct  of  gain,  of  ownership; 
an  hereditary  instinct,  the  instinct  that  one  merchant  hands 
down  to  another.  Those  who  operate  railroads  have  not  the 
habits  of  merchants,  nor  their  personal  incentive.  This  doea 
not  imply  that  they  knowingly  or  wilfully  omit  any  precau- 
tion or  violate  any  law  of  ethics.  The  standard  of  morality 
among  them  is,  probably,  quite  as  high  as  it  is  among  mer- 
chants. It  is  less  effective  in  its  methods,  that  is  all.  It 
approaches  the  perfection  of  the  merchant  only  so  far  as  it 
Is  supervised  by  men  possessing  equal  intelligence  and  inter- 
est with  the  merchant,  namely,  the  owner  of  the  property. 

Great  progress  has  been  made  in  handling  material.  Par- 
ticular companies  have  given  the  matter  thought  and  expres- 
sion; they  are  exceptions,  however.  Proper  provision  is,  in 
many  cases,  impossible  at  the  present  time.  The  room  is 
lacking  and  the  arrangement  of  shop  buildings  prevents. 
Originally  the  cost  of  storehouses  led  many  companies  to  get 
along  without  them.  That  such  economy  was  not  justified, 
no  one  familiar  with  the  subject  need  be  told.  In  the  incep- 
tion of  railroads  in  America  the  poverty  that  enveloi>ed  them 
knew  neither  time  nor  utility;  it  sacrificed,  in  its  improvi- 
dence, both  the  present  and  the  future.  That  the  saving  on 
the  outlay  would  have  abundantly  Justified  the  construction 
of  adequate  and  properly  located  storehouses,  we  now  know. 
But  criticism  cannot  remedy  the  evil.  It  may,  however,  pre- 
vent similar  neglect  hereafter.  Intelligent  study  of  the  sub- 
ject may  do  much  to  ameliorate  the  situation. 

Not  the  least  of  the  evils  that  a  company  suffers  from 
improper  methods  of  storing  material  is  the  demoralization 
it  engenders.  It  does  not  seem  wrong  to  appropriate  what 
is  esteemed  so  lightly;  to  improvidently  use  what  apparently 
has  so  little  value.  Thus  losses  multiply.  Moreover,  imper- 
fect knowledge  of  supplies  on  hand  engenders  excessive 
orders.  It  is  impossible  to  properly  inspect  or  classify  mate- 
rial or  watch  its  disbursement  with  the  care  that  should  be 
exercised,  when  the  facilities  are  inadequate. 

No  company  can  be  so  poor  as  to  Justify  neglect  to  make 
proper  provision  for  handling  its  supplies;  to  protect  them 
from  the  elements;  to  throw  around  them  such  safeguards  as 
are  necessary  to  prevent  their  loss  or  improvident  use.  For 
articles  that  have  a  current  value,  such  as  copper,  brass  and 
tools,  secure  storehouses  should  be  provided.  For  oils  and 
kindred  substances,  capacious  tanks  should  be  built,  in 
which  they  should  be  stored,  and  from  which  they  may  be 
drawn  without  waste  or  labor,  as  needed.  For  bulky  articles 
that  cannot  be  carried  away  surreptitiously,  simple  sheds 
are  all  that  is  needed.  For  old  material,  room  is  needed, 
first,  for  assorting  and  afterward  for  protection.     Provision 
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for  storing  should,  in  fact,  be  such  as  a  merchant  provides 
under  like  conditions.  The  value  is  the  same;  the  risk  that 
attends  neglect  the  same;  the  cost  of  replacement  the  same. 
This  is  not  only  true  in  regard  to  supplies  about  the  shops 
and  roundhouses,  but  it  is  also  true  in  regard  to  the  material 
scattered  along  the  road,  whether  new  or  old.  Every  section 
of  a  line  should  not  only  have  a  place  in  which  to  store  tools, 
but  a  secure  place  in  which  to  store  supplies  and  worn-out 
material.  It  is  necessary  to  prevent  loss  and  depreciation; 
it  Is  also  necessary  to  enable  the  foreman  to  render  an  intel- 
ligent account  of  the  supplies  and  implements  on  hand. 

The  economical  use  of  material  is  of  the  greatest  impor- 
tance to  a  company.  To  secure  it  every  department  of  the 
service  should  be  carefully  watched;  every  device  adopted; 
every  expenditure  guarded.  Valuable  material  should  not  be 
used  when  inferior  grades  will  answer;  good  timber  should 
not  be  used  when  poor  timber  will  do;  in  making  requisi- 
tions for  timber  the  right  sizes  should  be  ordered,  and  in 
cutting,  waste  should  be  avoided;  lumber  should  be  covered 
and  so  piled  as  to  leave  free  circulation  of  air;  timber  taken 
from  worn-out  bridges  and  other  Etructures  should,  when 
practicable,  be  utilized  for  heating  stationary  engines,  kind- 
ling engine  fires,  blocking,  etc.  High-priced  lubricants  should 
not  be  used  when  cheap  grades  will  answer;  no  more  oil 
should  be  put  Into  the  boxes  than  is  necessary;  oil  cups 
should  be  set  so  as  to  feed  only  the  amount  required  to  keep 
the  parts  lubricated;  oil  droppings  from  turning  and  other 
machines  should  not  be  thrown  away,  but  drained  and  used 
again;  waste  for  wiping  should  be  used  until  its  absorbing 
power  is  gone,  after  which  it  should  be  used  for  firing  up, 
cleaning  the  dirt  from  wheels,  machinery,  etc.;  waste  taken 
from  truck  boxes  (when  trucks  are  repaired)  should  not  be 
thrown  away,  but  used  to  pack  other  boxes;  fires  should  not 
be  started  with  lubricating  or  illuminating  oils;  trackmen 
should  see  that  tools,  bolts,  spikes  and  other  material  are 
not  covered  up  or  lost;  blacksmiths  should  exercise  economy 
in  the  use  of  fuel,  should  see  that  it  is  not  consumed  unneces- 
sarily or  thrown  away  when  cleaning  their  forges;  coal 
should  not  be  lost  by  overloading  locomotive  tenders;  iron 
and  steel  should  not  be  exposed  to  the  weather;  finished  iron 
should  be  protected  by  paint.  These  are  only  hints.  The 
subject  is  interminable.  Every  device  must,  in  fact,  be  exer- 
cised in  the  use  and  care  of  material  that  prudence  and  wise 
economy  suggest 

The  supplies  used  in  the  operation  and  maintenance  of  a 
railway  constitute  in  the  neighborhood  of  one-half  of  the 
operating  expenses.  This  fact  emphasizes  the  importance  of 
rules  and  regulations  governing  them  that  shall  be  such  as 


48  SAFEGUARDING  EXPENDITURES, 

to  secure  the  best  results.  The  subject  is  too  great  to  be 
more  than  summarized.  The  investigations  I  have  made  aro 
such  as  to  show  that  not  enough  attention  has  been  given 
the  subject;  that  the  waste  in  this  branch  of  the  service  is 
great  when  due  care  is  not  exercised.* 

The  handling  of  railway  supplies  naturally  brings  up  the 
question  of  buying  cheaply.  This  involves,  incidentally, 
markets,  the  ability  of  the  purchasing  agent,  payment,  quan- 
tity, place  of  delivery  and  innumerable  other  questions.  It 
also  involves  the  due  and  proper  inspection  of  material; 
its  care  and  disbursement,  and  finally  the  regard  that  is  paid 
to  it  after  it  has  been  removed  from  the  storehouse.  It  also 
involves  the  question  of  distribution  of  authority;  the  status 
of  the  purchasing  agent,  storekeeper,  local  operating  officer, 
general  management  and  so  on.  The  greatest  diversity 
exists.  On  some  roads  the  material  is  bought,  inspected, 
cared  for  and  disbursed  by  the  same  officer;  upon  other  roads 
the  purchasing  agent  buys  the  material  and  delivers  it  to 
the  operating  officer;  upon  other  roads  the  supplies,  after 
having  been  bought,  are  turned  over  to  a  disinterested 
department,  presided  over  Iby  the  accounting  officer.  It 
inspects  and  cares  for  the  material  and  disburses  on  orders 
from  operating  officers.  It  is  thus  a  check  both  on  the  per- 
son who  buys  and  the  person  who  uses. 

Upon  some  roads  local  superintendents  have  no  power 
to  order  material  except  through  one  or  more  superior  offi- 
cers. Upon  other  lines  they  are  allowed  to  order  directly 
from  the  storekeeper,  the  management  striving  in  this  way 
to  make  them  sensible  of  the  responsibility  of  their  office; 
to  fasten  responsibility  directly  upon  them.  The  practice  is 
based  upon  a  belief  that  the  superintendent  in  charge  knows 
better  than  anyone  else  the  requirements  of  the  service,  anil 
however  much  his  requisitions  may  be  scrutinized  by  supe- 
rior officers,  the  latter  are,  after  all,  compelled  to  rely  upon 
his  Judgment.  If  his  requisitions  are  withheld  or  denied,  the 
service  suffers  injury.  No  one  but  the  official  who  personally 
watches  the  service  on  the  ground  really  knows  its  needs. 
Where  supplies  are  ordered,  the  greater  the  celerity  in  pro- 


*  Sometime  ago  one  of  the  greatest  railway  managers  of  the 
United  States  asked  the  writer  to  prepare  a  code  of  rules  and  regula- 
tions governing  the  handling  of  material.  The  result  is  found  In  the 
chapter  devoted  to  "Requisitions."  In  pursuing  his  Inquiries  the  writer 
had  occasion  to  investigate  the  methods  of  many  railway  companies, 
and  while  he  nowhere  observed  intentional  neglect  or  lack  of  interest, 
he  everywhere  found  evidences  of  the  slight  thought  that  had  been 
given  the  subject.  The  particular  attention  of  the  reader  is  invited  to 
the  chapter  on  "Requisitions."  Under  the  rules  therein  laid  down,  the 
manager  referred  to  was  able  to  reduce  his  stock  of  material  on  hand 
twenty-flve  per  cent,  while  greatly  adding  to  the  efficiency  of  the  servlc& 
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curing  them  and  the  greater  certainty  the  superintendent 
hae  that  they  will  be  furnished  promptly  and  as  ordered, 
the  greater  restraint  (economy)  he  will  exercise.  Such  is 
the  line  of  reasoning  the  companies  pursue,  and  upon  it  they 
are  inclined  to  put  great  trust  in  the  officers  immediately 
in  charge  of  the  property.  Some  great  and  well  managed 
corporations  pursue  the  method  I  have  described  rigidly  and 
systematically;  they  have  found  it  to  work  with  admirable 
smoothness  and  economy.  It  has  been  their  experience  that 
it  builds  up  the  morale  of  the  force;  that  it  also  lessens  the 
quantity  and  cheapens  the  kind  of  material  they  use.  To 
those  who  criticise  their  methods  they  point  to  the  fact  that 
authority  delegated  to  local  officers  may  be  withdrawn  at  a 
moment's  notice  if  abused.  Moreover,  while  local  officers 
are  granted  the  right  to  order  material  directly,  their  requisi- 
tions are  always  subject  to  the  inspection  of  higher  officials 
after  they  are  filled,  and  before  if  necessary.  So  that  the 
check  is  not  withdrawn,  but  is  so  applied  as  to  increase  the 
responsibility  of  the  local  officer  and  build  up  in  him  a  sense 
of  dignity  and  responsibility.  No  service  can  be  effective 
that  does  not  keep  this  thought  in  view. 

When  a  superintendent  is  required  to  secure  the  approval 
of  those  above  him  before  he  can  get  supplies,  he  is  more 
intent  upon  getting  his  requisition  filled  than  he  is  in 
restricting  it  to  the  lowest  possible  limit;  he  shifts  the 
responsibility  to  the  shoulders  of  his  superiors.  All  officers 
do  not,  of  course,  do  this,  but  it  is  in  harmony  with  human 
nature  where  the  discretion  of  men  is  not  in  accord  with 
their  responsibilities. 

The  questions  that  surround  the  subject  of  railway  sup- 
plies are  too  numerous  to  be -more  than  hinted  at  here.  But 
the  main  purpose  to  be  kept  in  view  is  to  secure  proper 
accountability  in  their  purchase,  care  and  use;  to  enforce 
needed  safeguards;  to  prevent  the  growth  of  abuses;  to 
stimulate  the  intelligence  and  zeal  of  every  department  inter- 
ested; to  be  prompt  in  filling  requisitions;  to  require  full, 
minute  and  frequent  returns;  to  keep  advised,  above  all,  of 
the  quantity  of  material  on  hand  and  its  location.  The 
effective  handling  of  material  requires  that  when  an  article 
is  ordered  the  department  should  know  the  quantity  of  such 
material  on  hand  and  where  it  is,  so  that  the  request  may 
be  filled  by  transfer  from  some  other  part  of  the  road,  if  pos- 
sible. It  is  of  the  greatest  importance  that  those  who  buy 
and  care  for  material  should  be  thoroughly  versed  in  such 
matters.  This  I  have  endeavored  to  provide  for  in  the  pro- 
vision I  have  made  for  handling  requisitions. 

An  important  provision  in  connection  with  the  econom- 
ical  and   responsible   use   of   material   is   that   it   shall    be 
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charged  to  the  account  upon  which  used  at  the  time  of  its 
use.  In  no  other  way  is  it  possible  for  a  company  to  keep 
itself  advised  of  the  quantity  of  material  on  hand;  in  no 
other  way  can  those  who  look  to  the  accounts  for  informa- 
tion know  whether  they  have  been  loaded  down  in  advance, 
or  have  been  lightened  by  neglect  to  charge  for  the  material 
that  has  been  used.  Any  other  system  is  apt  not  only  to 
deceive  the  owner  of  the  property,  but  the  management  as 
well.  Owners  of  roads  look  to  returns  for  a  true  exposition 
of  their  affairs — the  actual  surplus  or  deficit;  the  managers 
of  railroads  look  to  the  daily,  weekly  or  monthly  returns 
for  knowledge  of  details;  they  cannpt  carry  such  matters  in 
their  heads,  and  if  the  system  of  accounting  is  not  such  as 
to  refresh  their  minds  at  the  proper  time  and  place,  they 
will  forget.  For  an  officer  to  attempt  to  remember  the 
details  of  what  has  passed  is  to  greatly  impair  his  knowl- 
edge of  what  is  actually  occurring  round  about  him.  If 
material  is  charged  in  advance  of  its  use,  the  management 
will  oftentimes  forget  that  it  is  still  on  hand;  if  not  charged 
when  used,  it  will  miscalculate  the  relation  that  expenses 
bear  to  receipts.  Moreover,  fictitious  balances  will  be  cre- 
ated whereby  everybody  will  be  misled— owner,  investor, 
and  manager.  Material,  like  money,  should  be  charged  when 
it  is  expended.  So  long  as  it  is  on  hand  it  should  appear 
as  an  asset;  when  used  it  should  be  charged  to  the  proper 
account.  Unless  these  practices  are  observed,  comparative 
statements  lose  their  value.  Material  will  be  charged  when 
convenient,  and  one  of  the  greatest  safeguards  connected 
with  the  service,  one  of  the  greatest  checks  on  the  manage- 
ment, will  be  lost 

In  reference  to  details,  no  two  roads  will  agree.  Differ- 
ences in  organization,  in  facilities,  in  location  of  shops,  in 
methods  of  buying,  in  delivery  and  settlement,  will  exist. 
The  differences,  however,  are  not  important.  They  will 
agree,  or  should  agree,  in  regard  to  essential  matters.  There 
are  certain  general  principles  which  ought  always  to  be 
observed.    These  I  purpose  to  discuss  in  this  volume.* 


*  Further  on  herein  will  be  found  several  chapters  referring  to  ma- 
terial. The  rules  and  regulations  laid  down  therein  must  be  substan- 
tially observed  on  every  road  where  correct  methods  are  followed.  The 
volume  on  the  construction  and  maintenance  of  railways  alao  treats 
more  or  less  specifically  of  material. 


CHAPTER  in. 

THE  PU^HASB  AND  CARE  OF  SUPPLIES— NECESSITY 
AND  VALUE  OF  PERFORMING  THE  WORK  SCIEN- 
TIFICALLY. 

To  handle  material  properly,  a  company  must  have  a 
corps  of  storekeepers,  skilled  In  the  knowledge  of  railway 
supplies  and  faithful  in  the  care  and  disbursement  thereof; 
men  who  in  inspecting  are  able  to  determine  their  character, 
and  who  may  be  trusted  to  make  a  true  report  thereof;  men 
who  will  guard  the  property  while  in  their  possession  and 
see  that  it  is  disbursed  only  for  good  and  sufficient  reasons; 
men  who  will,  so  far  as  possible,  look  after  its  disposition 
after  it  has  passed  out  of  their  hands;  men  of  sufficient  judg- 
ment and  experience  to  anticipate  the  wants  of  the  service 
and  direct  the  delivery  of  material  at  the  point  most  con- 
venient for  its  use.  They  must  not  only  be  trustworthy,  but 
must  be  miniature  merchants,  so  to  speak,  with  the  provi- 
dent instincts  of  merchants.  They  are  important  factors  in 
the  working  of  a  property.  They  must  also  be  familiar  with 
the  material  accounts  of  railroads. 

They  must  be  men  of  such  character  and  judgment  that 
they  can  be  trusted  to  look  after  the  interests  of  their 
employer  without  continual  spur  or  special  commendation. 
They  must  be  honest,  intelligent,  experienced,  vigilant.  They 
must,  however,  have  such  adaptability  of  manner  and  dis- 
position as  to  be  able  to  live  in  peaceable  accord  with  officials 
of  the  company  about  them,  but  over  whom  they  have  no 
control  and  from  whom,  in  many  cases,  they  will  receive 
little  or  no  aid.  This  involves  tact  and  amiability.  A  com- 
pany requires  such  a  man  at  every  supply  store.  To  him 
subordinate  and  attendant  details  should  be  left;  to  him 
responsibility  for  the  receipt,  care  and  disbursement  of  mate- 
rial should  be  intrusted.  Due  efficiency  requires  that  his 
clerical  force  and  attendant  laborers  should  be  responsible 
directly  to  him,  and  that  authority  over  them  by  others 
should  be  exercised  through  him.  It  is  not  necessary  that  a 
storekeeper  should  be  intrusted  with  discretionary  power  to 
order  material.  He  should,  as  a  rule,  act  in  such  matters  in 
co-operation  with  the  operating  officer  immediately  in  charge, 
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unless,  perhaps,  It  be  in  the  case  of  a  general  storekeeper. 
Who  orders  for  all. 

Men  filling  places  of  trust  fall  readily  into  a  belief  that 
A  knowledge  of  the  duties  they  perform,  on  the  part  of  others, 
lessens  their  importance  and  loosens  their  hold.  This  is 
true  of  a  mechanical  office,  or  if  the  occupant  is  unfit.  Not 
otherwise.  It  may  be  set  down  as  true,  that  the  more  gen- 
erally the  methods  of  railways  are  understood,  the  more  effi- 
ciently they  will  be  managed,  and  the  more  profitable  they 
will  be  to  their  owners.  There  is  nothing  about  their  system 
of  operation  that  calls  for  secrecy,  and  the  wider  the  dif- 
fusion of  knowledge,  the  more  thoroughly  the  community 
will  appreciate  the  magnitude  of  the  subject  and  the  neces- 
sity for  the  work  being  carried  on  by  owners  according  to 
approved  methods  of  business,  'ihe  importance  of  officials 
will  not  be  lessened  by  publicity,  and  properties  will  be 
benefited. 

In  reference  to  the  procurement  of  supplies,  details  can- 
not be  too  minutely  pictured.  They  embrace  a  knowledge  of 
the  peculiarities  and  artifices  of  tradesmen,  the  fluctuations 
of  markets,  and  the  conditions  that  attena  the  production, 
transmission  and  use  of  each  article.  The  list  of  goods  that 
a  railway  company  buys  practically  embraces  every  known 
article  used  in  the  economy  of  life.  It  is  apparent,  therefore, 
that  any  description  must  be  largely  general. 

The  practice  of  designating  a  particular  person  to  buy  the 
supplies  that  a  railway  company  needs  is  not  universal, 
though  more  prevalent  than  formerly.  At  one  time  it  was 
the  custom  to  permit  the  various  heads  of  departments  to 
buy.  The  practice  was  based  upon  the  presumption  that 
their  knowledge  of  technicalities  made  them  especially  fit 
to  buy  advantageously.  The  argument  was,  however,  fal- 
lacious. It  ought  not  to  require  demonstration  to  prove  that 
a  person  hired  for  his  skill  as  a  blacksmith  is  not  likely  to 
possess  the  qualities  necessary  to  enable  him  to  cope  suc- 
cessfully with  the  veteran  merchant  in  purchasing  the  goods 
that  a  blacksmith  requires,  or  in  disposing  of  the  debris 
that  accumulates  about  a  blacksmith's  shop.  These  duties 
are  commercial  and  require  a  trader.  It  was  found,  more- 
over, that  when  purchases  were  thus  made,  the  act  was 
looked  upon  as  merely  an  incident;  something  of  minor 
importance  and  requiring  neither  skill  nor  thought.  The 
result  was  neglect  and  improvidence.  There  was,  more- 
over, enormous  waste  of  material  through  excessive  pur- 
chases and  duplications  of  orders,  while  prices  became 
greatly  Inflated,  through  either  the  ignorance  or  subserviency 
of  buyers.  These  disadvantages  were  aggravated  by  the  fact 
that  in  some  cases  the  material  bought  and  paid  for  was 
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never  delivered— was  purely  mythical,  In  fact  This  was 
rendered  possible  by  making  the  department  that  purchased 
the  material  and  the  department  that  received,  inspected 
and  used  it,  the  same;  a  doubtful  practice  under  any  circum- 
stances, and  one  that  should  not  be  permitted  except  under 
special  provisions  and  then  for  the  moment  only.  These  and 
kindred  practices  were  not  the  result  of  design.  No  other 
way  was  known.  It  was  not  supposed  that  anyone  who  was 
lacking  in  technical  knowledge  of  the  uses  to  which  a  thing 
was  to  be  put  could  buy  it  Time  has  shown  the  fallacy  of 
this. 

The  element  that  makes  a  purchasing  agent  valuable  to 
his  employer  Is  the  mercantile  Instinct.  If  he  has  the  char- 
acteristics of  an  artisan,  he  should  occupy  the  office  of  an 
artisan;  the  latter,  however  great. his  worth,  is  not  qualified 
to  cope  with  merchants,  and  his  company  will  only  be 
worsted  in  such  an  encounter.* 

An  essential  requisite  in  a  purchasing  agent,  and  one 
that  he  ought  to  be  fully  alive  to,  is  promptness.  The  oper- 
ations of  railroads  are  Imperative,  and  while  there  is  abun- 
dant opportunity  to  economize  by  cutting  down  excessive 
requisitions  and  canceling  others,  this  process  must  not  be 
allowed  to  interfere  with  the  prompt  filling  of  necessary 
orders.  When  it  does,  the  service  suffers  thereby.  The  work 
must  be  done  systematically.  A  supervisory  duty  of  this 
kind  requires  an  active,  energetic,  conscientious  man,  who 
has  extended  knowledge  and  abundance  of  time. 

No  one  appreciates  so  heartily  as  the  operating  officers 
of  a  railroad  the  peculiar  embarrassments  that  attend  neglect 
to  aw  requisitions  promptly.  Neglect  necessitates  the  use  of 
unfit  and  expensive  substitutes,  and,  in  many  cases,  stoppage 
of  work  or  the  retarding  of  Important  repairs  and  renewals. 
Delay  in  the  receipt  of  material  that  is  needed  also  involves 
hurried  and  imperfect  inspection  when  received,  and  a  disre- 
gard of  economical  and  responsible  methods  of  distribution 
afterward.  It  involves  not  only  loss,  but  confusion  and  scan- 
dal.   Promptness  Is  an  essential  requisite. 

The  more  the  subject  is  studied  the  more  apparent  it  will 
become  that,  except  under  peculiar  circumstances,  the  inter- 
ests of  a  company  will  be  enhanced  by  the  employment  of  a 
particular  man  to  buy  its  supplies.  When  they  are  pur- 
chased by  many  men  the  manager  must,  practically,  assume 
the  duties  of  purchasing  agent  through  the  minute  and 
unceasing  vigilance  that  he  exercises  over  those  who  perform 


*  For  fuller  pirticulara  of  the  characterlatlcs  of  a  good  purchasing 
agent  and  the  duties  of  his  office,  see  chapter  on  that  official  in  the  vol* 
lime  on  the  organization  of  railways. 
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the  duty.  This  but  few  managers  have  the  skill,  time  or 
disposition  to  perform  properly. 

In  order  to  buy  advantageously,  it  is  essential  that  orders 
shall  be  far  enough  in  advance  to  afford  the  purchaser 
abundant  opportunity  to  avail  himself  of  the  most  desirable 
market.  The  field  is  wide,  and  requires  both  time  anl 
patience  in  order  to  take  advantage  of  its  opportunities. 
Undue  haste  is  quite  certain  to  add  to  the  cost,  and  in  many 
cases  detracts  from  the  value  of  the  article  purchased. 

In  order  to  buy  cheaply,  it  Is  also  important  that  the 
purchaser  should  be  free  to  buy  where  he  can  to  the  best 
advantage.  His  duties  require  him  to  scrutinize  the  sources 
of  supply  constantly  and  intelligently. 

In  order  to  buy  cheaply,  goods  must  be  paid  for  promptly. 
The  usury  that  a  company  suffers  for  a  disregard  of  this  rule 
is  out  of  all  proportion  to  the  benefits  derived.  A  large 
percentage  of  the  profits  of  many  merchants  arises  from  the 
discounts  they  receive  or  the  penalties  they  enforce.  The 
fact  is  fully  appreciated  by  purchasing  agents.  It  is  not, 
however,  so  generally  understood  by  their  associates,  and  it 
results  that  this  profit  is  oftentimes  lost  in  consequence. 
The  loss,  however,  it  entails  upon  railroads  is  not  so  e^eat 
as  it  would  b9  in  the  case  of  small  buyers.  The  purchases 
of  railroads  are  so  large  and  their  credit  is  so  high  that  they 
are  able  to  purchase  much  cheaper  than  those  who  have  noi 
these  advantages.  This  is  especially  so  when  the  railroad 
company  observes  its  obligations  in  regard  to  time  and 
method  of  payment.  Under  the  most  favorable  circum- 
stances, however,  there  can  be  no  douot  that  the  ability  of 
a  company  to  buy  cheaply  will  be  greatly  enhanced  by 
prompt  cash  payments. 

In  buying  material  the  value  of  inviting  bids,  whenever 
possible,  is  generally  recognized  and  acted  upon.  The  exer- 
cise of  this  practice,  when  accompanied  by  careful  and  un- 
ceasing "shopping,"  has  the  effect  of  securing  to  a  company 
every  possible  advantage  that  attends  the  purchase  of  large 
quantities  of  material  in  a  widely  extended  market.  The 
value  of  inviting  bids  is  not  dependent  upon  the  quantity 
of  goods  bought.  The  dlfTerence  in  the  price  asked,  even  for 
a  small  thing,  by  different  merchants  and  manufacturers, 
justifies  it.  Thus,  In  so  small  a  matter  as  the  purchase  of 
stationery,  the  solicitation  of  bids  will  develop  the  most  won- 
derful differences  In  prices;  differences  so  remarkable  that 
the  aggregate  amount  that  may  be  saved  by  judicious  buying 
in  the  course  of  a  year  would  not  be  believed  by  those  who 
have  not  investigated  the  subject.  The  same  is  true  of  the 
purchase  of  lumber  and  other  descriptions  of  material. 

To   buy  cheaply  and  advisedly,   it  is   essential  that  the 
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pulse  of  the  market  should  be  constantly  felt.  This  necessi- 
tates extended  correspondence  and  constant  personal  inspec- 
tion upon  the  part  of  the  purchaser.  The  systematizatlon  of 
railway  business  that  is  constantly  going  on  renders  It  more 
and  more  easy  each  year  to  anticipate  the  current  needs  of 
a  railway.  One  of  the  most  efTective  avenues  of  buying 
cheaply  is  to  publicly  and  generally  invite  bids  from  manu- 
facturers and  others  for  a  considerable  period  ahead.  This 
requires  the  preparation  of  careful  estimates  in  advance, 
and  the  granting  of  considerable  time  in  which  to  deliver  the 
goods.  The  evolution  in  railway  practice  heretofore  has  not 
rendered  this  practice  generally  possible.  The  purchase  of 
rails,  ties  and  kindred  staple  articles  has,  however,  formed 
an  exception  to  the  general  rule.  These  supplies  are  of  such 
magnitude  and  cost,  and  require  so  much  preparatory  labor, 
that  it  has,  as  a  rule,  been  necessary  that  their  use  should 
be  carefully  anticipated  and  contracts  made  long  in  advance. 

Some  of  the  most  carefully  managed  railroads  invite  bids 
by  public  advertisement  for  a  year's  supply  of  such  articles 
as  their  known  wants  enable  them  to  anticipate,  without 
reference  to  the  magnitude  of  the  order.  This  secures  the 
widest  knowledge,  and  consequently  general  and  active  com- 
petition among  sellers.  It  is  in  every  way  creditable  to  a 
company  practicing  it,  and  when  supplemented  or  attended 
by  active  and  unceasing  "shopping,"  secures  to  the  purchaser 
every  possible  advantage.  While  every  railway  company  will 
derive  benefit  from  the  widest  solicitation  of  bids,  it  is  prob- 
able those  companies  remote  from  an  abundant  market  will 
be  more  greatly  benefited  by  such  a  course  than  others. 
Their  necessities  compel  them  to  keep  a  large  supply  on 
hand,  while  their  restricted  market  places  them  at  a  disad- 
vantage in  buying,  unless  through  general  and  judicious 
advertising  they  invite  the  attention  of  the  world  to  their 
needs.* 

In  conclusion,  it  may  be  said  that  the  practices  of  rail- 
way companies  in  regard  to  the  purchase,  care  and  use  of 
material  cannot  be  too  carefully  scrutinized.  The  work  is 
generally  carried  on  intelligently  by  alert  and  experienced 
men  alive  to  the  requirements  of  the  service.  However,  the 
subject  is  still  imperfectly  understood,  and  so  long  as  this 
is  so  the  service  will  suffer. 


*  "An  Msentlal  feature,  and  one  often  oyerlooked  by  purchasing 
agents,  la  tke  necessity  of  merchants  exercising  promptness  in  filling 
orders  after  they  have  been  placed.  If  storekeepers  can  depend  on  bav^ 
ing  their  orders  filled  promptly,  it  will  not  be  necessary  for  them  to 
keep  exceeaivv  stock  on  hand  in  anticipating  delayb." — Writer  on  thie 
•ubject. 


CHAPTER  IV. 

HOW  FAR  RAILWAY  COMPANIES  MAY  PROFITABLY 
CARRY  ON  MANUFACTURING— SAFEGUARDS  AND 
METHODS   TO   BE  ADOPTED. 

Railway  corporations  cannot  manufacture  as  cheaply  as 
private  parties.  The  latter  are  not  more  discerning  in  the 
selection  of  agents,  but  more  exacting  afterward;  more  ener- 
getic, more  economical,  more  quick  to  reward  merit,  more 
Quick  to  discover  incompetency. 

The  supervision  of  the  Owner  is  immediate,  personal  and 
exacting.  Moreover,  the  spur  of  competition  and  self-interest 
heightens  the  intelligence  and  intensifies  the  interest  of  the 
manufacturer.  He  is  more  careful  in  selecting  the  object  of 
manufacture,  and  in  keeping  down  cost.  These  facts  are 
well  known,  and  are  the  reason  why  railway  companies  buy 
from  private  parties  rather  than  attempt  to  manufacture 
goods  themselves. 

There  are,  however,  articles  it  is  possible  for  them  to 
manufacture  to  advantage.  But  the  list  is  exceedingly  smalL 
It  is  only  where  the  work  is  carried  on  as  an  accessory  to 
something  else  that  it  can  be  done  to  advantage. 

It  oftentimes  happens  in  the  operation  of  railroads  that 
the  service  of  a  given  number  of  men  is  required  in  a  shop 
for  a  particular  purpose,  not  sufficient  in  itself  to  give  them 
work  all  the  time.  If  special  work  is  not  provided,  the  force 
is  not  fully  employed,  thus  preventing  the  company  from 
securing  the  class  of  workmen  it  needs  or  necessitating  pay- 
ment for  idle  time.  Under  such  circumstances  the  manu- 
facture of  articles  may  be  carried  on  to  advantage,  and  while 
the  cost  may  be  greater  than  a  company  would  have  to  pay 
on  the  street,  still  it  will,  as  a  whole,  represent  saving. 
Except  under  such  circumstances,  a  corporation  is  not  justi- 
fied in  manufacturing  articles  when  it  can  buy  in  the  open 
market. 

There  are  more  or  less  special,  non-competitive  articles 
that  railway  companies  can  manufacture  economically;  arti- 
cles peculiar  to  them;  devices  used  on  their  equipment  and 
machinery;  patterns  that  are  not  kept  in  stock  by  merchants 
and  are  not  competitive.  These  articles  have  grown  out  of 
changes   and    improvements    in    railway   appliances.     Thus, 
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nearly  every  locomotive  requires  a  particular  pattern  for 
some  portion  of  its  machinery;  in  other  respects  it  may  be 
of  standard  construction.  Such  patterns  can,  as  a  rule,  be 
repaired  or  replaced  more  quickly  and  advantageously  by 
tne  railway  company,  at  the  pUxe  where  needed,  than  in 
any  other  way.  The  patterns  multiply  with  the  development 
of  railroads.  The  attention  that  must  be  gliren  them  grows 
each  year.  They  require  a  more  or  less  extensive  manufac- 
turing plant  upon  every  road. 

In  some  cases  railways  rigidly  restrict  their  work  within 
the  limits  pointed  out;  to  accessory  work  and  the  mainte- 
nance of  articles  that  must  be  kept  upon  the  ground  to  pre- 
vent the  plant  lying  idle.  This  is  the  true  basis  of  railway 
manufacture.  The  pressure,  however,  to  extend  its  scope 
is  constant.    It  is  the  outgrowth  of  widely  different  causes. 

Manufacturing  necessitates  the  employment  of  a  greater 
force  and  greater  plant  than  would  otherwise  be  required. 
This  aggrandizes  localities  and  increases  the  importance  of 
those  in  charge.  The  pressure,  therefore,  to  multiply  tho 
uses  of  a  shop  is  constant  and  pressing.  There  is  nothing 
Inconsistent  in  this  with  good  faith  on  the  part  of  the  offi- 
cials and  operatives  of  a  company.  They  felicitate  them- 
selves on  their  increased  sphere  of  usefulness,  and  do  not 
dream  that  it  is  at  the  expense  of  their  employer.  They  do 
not  know  what  the  articles  they  manufacture  cost;  they 
know  approximately,  but  not  accurately.  The  methods  of 
accounting  in  force  upon  railroads  do  not  generally  permit 
it.  To  determine  it,  the  latter  must  take  cognizance  of  every 
ounce  of  material  used,  whether  new  or  old,  and  of  every 
minute  of  time  expended.  Also  all  accessory  items  of  cost, 
including  transportation,  superintendence,  wear  and  tear  of 
machinery,  interest  and  kindred  items.  This  involves  an 
elaborate  system  of  accounts,  not  necessary  or  of  especial 
importance  if  a  company  restricts  its  work  to  those  articles 
that  it  must  manufacture,  for  reasons  already  given. 

Accurate  information  is  necessary  in  reference  to  the  cost 
of  every  article  manufactured.  Private  manufacturers  pos- 
sess this.  No  one  can  afford  to  manufacture  an  article  with- 
out knowing  whether  he  can  do  so  as  cheaply  as  others; 
whether  he  can  do  so  at  a  profit  or  not.  This  is  the  test. 
Railroads  rarely,  if  ever,  possess  this  information.  Their 
system  of  accounting  is  not  devised  for  such  purpose;  not 
adapted  to  it  It  takes  no  note  of  accessory  or  collateral 
Items  of  cost  It  takes  reasonable  account  of  the  disposition 
of  material  and  the  time  of  men;  its  main  purpose  is  to 
secure  responsibility;  prevent  misappropriation  or  waste  of 
material;  prevent  time  being  allowed  employes  in  excess  of 
that  actually  worked.    It  is  not  particular  as  to  fractions  of 
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cost.  Not  only  is  this  so,  but  the  weakness  is  aggravated  by 
the  disposition  of  foremen  and  others  to  reduce  cost  by 
fictitious  means.  There  are  many  ways  of  accomplishing 
this,  but  the  one  commonly  practiced  is  by  usins  old  mate- 
rial in  the  manufacture  of  new  articles  without  accounting 
for  it.  No  particular  harm  is  done  by  this  deception  if  it  is 
practiced  only  in  connection  with  articles  that  railways 
must  manufacture,  whether  the  cost  is  great  or  small.  But 
when  practiced  under  other  circumstances,  it  has  the  effect 
both  to  deceive  and  rob  the  owner;  to  encourage  him  to 
carry  on  a  system  of  manufacture  that  involves  loss  while 
apparently  benefiting  him.  It  is  very  difficult  to  prevent 
undercharges  of  this  character,  for  they  are  thought  to  be 
harmless  by  those  who  practice  them.  Yet  the  habit  must 
be  totally  uprooted  wherever  a  company  enters  into  the 
manufacture  of  goods.  But  this  latter  should  not  be  per- 
mitted except  within  necessary  bounds.  It  may,  perhaps,  be 
carried  on  profitably  under  particular  men  or  conditions  for 
a  time,  but  the  practice  will,  ultimately,  be  unfortunate.  The 
safe  way  is  the  best  way,  namely,  to  restrict  manufacture  to 
peculiar  articles  or  work  that  is  carried  on  as  an  accessor^' 
to  something  else. 

The  list  of  articles  that  a  railway  company  may  manu- 
facture to  advantage  will  depend  upon  the  nature  and  extent 
of  its  property.  Also,  somewhat  upon  location.  But  it  will 
be  great  in  any  event. 

If  locomotives,  cars  and  the  appurtenances  of  railroads 
were  uniform,  it  would  not  be  necessary  for  them  to  manu- 
facture a  single  article.  Their  efforts  would  be  confined 
wholly  to  repairs.  Dealers  would  keep  the  market  supplied. 
But  lack  of  uniformity  compels  each  company  to  provide 
facilities  for  repairing  and  renewing  articles  peculiar  to  it, 
without  delay  and  where  needed.  It  might  keep  duplicates  of 
each  article  in  stock  to  prevent  machinery  lying  idle.  But 
this  would  be  impracticable.  The  number  would  be  infinite 
and  the  cost  prohibitory.  Repair  shops  must,  therefore,  be 
located  along  the  line  so  as  to  be  quickly  and  easily  accea- 
Bible,  where  breaks  may  be  repaired  or  simple  articles 
renewed  when  necessary.  They  must  be  general  in  their 
use.    This  suggests  an  embarrassment. 

For  there  is  ever  a  tendency,  natural  and  therefore  excu- 
sable, to  multiply  facilities.  This  arises  from  a  disposition 
on  the  part  of  petty  departments  to  make  special  provision 
for  their  own  wants  rather  than  combine  with  others  for  the 
common  good.  The  locomotive  and  car  departments  each 
need  great  central  and  subordinate  repair  shops,  but  further 
than  this  the  call  for  such  shops  is  exceptional. 

By  restricting  the  number  of  shops  and  enlarging  their 
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usefulneBS,  greater  economy  of  labor  and  machinery  can  be 
secured  than  in  any  other  way.  An  objection  is  that  the  work 
of  one  department  will  not  be  attended  to  by  another  as 
promptly  as  if  carried  on  by  the  department  concerned.  This 
difficulty  is  not  insurmountable.  The  trouble  is  not  in  con- 
centration, but  in  lack  of  general  interest,  and  the  remedy 
lies  in  disciplining  the  delinquent,  not  in  creating  a  new  shop 
with  its  attendant  machinery  and  expense. 

The  repair  shops  along  a  road,  when  systematically  regu- 
lated, are  graduated  in  importance  from  the  petty  shed  with 
a  blacksmith's  bellows  and  forge  to  the  central  shops  where 
all  repairs  and  general  renewals,  so  far  as  the  convenient  and 
economical  working  of  the  system  will  permit,  are  carried  on. 
The  small  shops  in  their  order  are  the  a\enues  that  lead 
those  in  charge  to  positions  of  greater  importance,  and  teach 
them  and  stimulate  their  ambition.  The  necessity  of  har- 
mony and  subordination  Is  imperative. 

Each  shop  should  be  held  subordinate  to  the  one  imme- 
diately above  it  and  wholly  so  to  the  general  repair  shop, 
where  all  new  work  and  general  repairs  should  be  done,  so 
far  as  possible.  Without  constant  watchfulness,  the  ten- 
dency, however,  of  each  shop  will  be  to  make  its  usefulness 
general;  to  grow  from  an  accessory  into  a  system. 

A  great  deal  of  thought  has  been  given  by  manufacturers 
to  means  of  ascertaining  cost.  No  one  appreciates  so  fully 
as  they  tho  importance  of  this.  It  is  necessary  among  other 
things  to  enable  them  to  put  a  price  upon  their  goods.  In 
Its  furtherance  they  have  availed  themselves  of  every  device 
that  the  ingenuity  or  experience  of  men  could  suggest. 

These  devices  should  be  carefully  studied  by  storekeepers 
and  accountants,  and  when  a  company  attempts  to  do  more 
than  manufacture  and  repair  articles  peculiar  to  it  or  neces- 
sary to  its  convenient  and  economical  working,  measures  for 
accurately  determining  cost  should  be  vigorously  enforced.* 

Those  in  charge  of  accounts  owe  it  to  their  employers  to 
prevent  any  concealment  of  the  cost  of  an  article.  E#very 
opportunity  should  be  taken  to  make  it  known  to  the  man- 
agement. It  is  the  basis  of  responsibility.  The  duty  is  not 
discretionary,  but  imperative. 

In  the  manufacture  of  goods,  more  or  less  material  is 
ruined  or  damaged.  The  fact  should  not  be  concealed,  but 
such  disposition  made  as  circumstances  suggest.  The  prac- 
tice of  English  roads  in  regard  to  damages  arising  from  neg- 
lect of  duty  or  awkwardness  upon  the  part  of  operatives  is 


*  For  detailed  iDstructlons  regarding  the  accounting  required  in 
connection  with  work  of  this  nature,  see  the  rules  governing  "Requisi- 
tions on  shop  foremen  for  manufacture  of  material,*'  in  the  chapter 
herein  on  "Requisitions." 
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much  more  severe  than  in  America,  as  their  regulations 
evince.* 

When  the  work  of  manufacturing  is  completed,  measures 
should  be  taken  to  ascertain  and  make  known  the  average 
cost  Comparison  should,  if  possible,  be  made  with  similar 
articles.  If  the  cost  is  excessive,  or  is  thought  to  be  so,  the 
material  used  should  be  carefully  scanned  and  the  men  en> 
gaged  in  the  work  interrogated,  if  need  be.  The  investigation 
may  not  serve  any  useful  purpose  at  the  time,  but  will  have 
the  effect  to  suggest  greater  economy  in  future,  if  there  has 
been  extravagance.  The  value  of  supervision  of  this  nature 
to  a  company  is  very  great.  It  will  restrain  extravagance 
and  bring  to  the  notice  of  the  management  those  who  are 
efficient  or  otherwise. 

Private  manufacturers  discover  efficiency  intuitively. 
Great  corporations  discover  it  more  generally  through  the 
mechanical  processes  that  exhibit  results;  through  the  ac- 
counts. These  processes  consequently  are  of  especial  value 
to  them  and  should  be  regulated  accordingly.  If  neglected, 
experience,  capacity  and  faithful  service  will  oftentimes 
remain  unknown  and  unrecognized. 


*  "Any  workman  making  any  article  of  wrong  dimensions,  or  finish- 
ing work  in  an  Inferior  or  unworkmanlike  manner,  must  make  good  such 
work,  and  pay  any  extra  expense  that  may  be  incurred,  he  being  al- 
lowed the  value  of  old  material  for  such  work  spoiled.  Any  workman 
injuring  a  machine,  or  other  article,  through  carelessness  or  neglect, 
shall  pay  the  amount  of  the  damage,  and  be  fined  two  shillings  and 
sixpence.  Any  workman  knowingly  making  use  of  materials  which  are 
Imperfect  or  otherwise  unfit  for  the  intended  purpose,  to  pay  all  ex- 
penses Incurred  thereon,  after  the  discovery  of  the  defect." — English 
Bule, 


CHAPTER  V. 

ORDESRING     SUPPUES— NECESSITY     AND     VALUE     OF 
PERFORMING  THE  WORK  SCIENTIFICALLY. 

In  ordering  the  material  and  supplies  required  by  a  rail- 
road company,  it  is  desirable  the  storekeeper's  knowledge 
should  be  supplemented  by  a  wide  experience;  careful  in- 
quiry regarding  probable  requirements,  thorough  knowledge 
of  the  available  stock  on  hand,  and  constant  watchfulness. 
A  record,  showing  the  quantity  of  each  kind  of  material  on 
hand  at  specified  intervals,  and  the  amounts  ordered  and 
used  from  time  to  time,  is  indispensable  in  reducing  to  the 
minimum  the  average  quantity  of  all  kinds  of  material  on 
hand.  But  while  showing  how  much  material  has  been 
required  in  the  past,  it  will  in  many  cases  afford  no  adequate 
idea  of  the  amount  likely  to  be  needed  on  account  of  extra- 
ordinary demands  for  repairs,  renewals,  construction,  etc. 
For  this  reason  the  storekeeper  must  supplement  his  book 
knowledge  by  constant  intercourse  with  the  operating  and 
other  officers  who  use  material,  and  anticipate  their  needs  so 
far  as  may  be  possible. 

As  nothing  that  concerns  the  operating  department  of  a 
company  originates  with  those  who  handle  its  supplies.  It 
results  that  they  know  nothing  of  impending  wants,  and  it  is 
only  through  those  who  control  the  work  that  they  can  keep 
themselves  advised.  The  ability  of  those  who  handle  sup- 
plies to  procure  this  information  and  the  intelligence  they 
display  in  anticipating  current  needs  are  evidences  of  their 
fitness.  If  the  methods  of  a  storekeeper  are  imperfect,  it  will 
be  observable  in  his  work;  his  orders  will  be  lacking  in  per- 
spicuity, and  he  will  find  it  necessary  to  supplement  stated 
requisitions  with  frequent  orders  to  meet  unforeseen  emer- 
gencies; material  will  have  to  be  bought  hurriedly,  and  at  a 
disadvantage,  to  meet  needed  wants  or  to  prevent  the  col- 
lapse of  some  department  of  the  service. 

The  difference  between  a  man  who  possesses  executive 
talent  and  one  who  does  not  is  the  difference  between  a  good 
storekeeper  and  a  poor  one.  The  former  will  anticipate  the 
wants  of  the  service  with  the  same  accuracy  of  Judgment 
that  a  merchant  anticipates  the  wants  of  his  trade;  if,  how- 
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ever,  he  is  lacking,  his  shelves  will  be  loaded  down  with 
goods  that  he  does  not  want,  while  there  will  be  a  scant  sup- 
ply of  needed  articles.  A  storekeeper  of  this  kind  will  be  a 
source  of  constant  harassment  to  those  about  him  and  an 
expense  to  his  employer. 

Proper  systematlzation  of  work  requires  that  there  should 
be  stated  periods  for  ordering  material.  Upon  the  majority 
of  railroads  a  month's  supply  Is  all  that  Is  necessary  to  buy 
in  advance.  Too  frequent  ordering  of  material  is  objectiona- 
ble on  many  accounts;  first,  because  of  the  extra  outlay  it 
entails  in  handling  the  goods,  and  second,  in  attendant  ex- 
pense of  accounting,  payment,  etc.  Orders  should  cover  such 
supply  as  can  be  conveniently,  safely  and  economically  stored, 
without  involving  depreciation  or  unnecessary  locking  up  of 
a  company's  resources.  No  rule  can  be  made.  It  will  depend 
upon  the  situation  of  the  railroad,  the  condition  of  the  mar- 
ket, and  storage  facilities.  If  the  road  is  remote,  a  larger 
supply  will  be  needed  than  in  other  cases,  because  of  ina- 
bility to  replenish  the  stock  at  will.  If  the  market  is  a  fall- 
ing one,  a  management  will  confine  its  purchases  to  the 
actual  daily  requirements  of  the  service.  If  It  Is  a  rising 
market,  or  promises  to  be  so,  the  supply  laid  in  will  be  such 
as  the  resources  of  the  company  permit,  the  nature  of  the 
material  justifies  and  the  probabilities  of  the  market  war- 
rant It  is  in  such  things  as  these  that  the  management  of  a 
road  evinces  Its  sagacity.  Success  is  measured  by  commer- 
cial instinct.  If  acute,  it  will  be  able  to  anticipate  results;  If 
dull  or  inattentive,  the  storm  when  it  breaks  will  find  it  un- 
prepared. It  is  the  old  story  of  fitness,  with  this  added— that 
the  men  are  not  operating  for  themselves,  but  for  others,  and 
therefore  lacking  somewhat  in  self-interest.  •  They  are,  more- 
over, not  selected,  in  every  case,  under  the  most  favorable 
auspices.  They  are  often  chosen  hurriedly,  and  not  always 
with  a  knowledge  of  men.  They  are  also  sometimes  selected 
from  the  standpoint  of  the  agent,  rather  than  from  the  stand- 
point of  the  employer.  Such  things  afCect  and  give  color  to 
the  organization  of  governments  and  corporations. 

The  organization  of  different  railroads  in  connection  with 
the  handling  of  material  Is  not  the  same,  as  I  have  frequent 
occasion  to  notice.  Upon  some,  requisitions  are  sent  directly 
from  local  officials  to  the  purchasing  agent  or  manager;  upon 
others,  they  are  sent  to  a  general  storekeeper.  This  last 
seems  to  me  to  be,  on  the  whole,  the  more  advantageous. 
The  reason  is,  that  the  supplies  of  a  company  should  be  con- 
centrated as  much  as  possible.  They  should  be  kept  at  some 
eentral  storehouse  and  distributed  therefrom  as  local  operat- 
ing officers  require,  keeping  at  subordinate  storehouses  only 
the  amount  needed  for  the  moment.    The  supplies  being  thus 
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concentrated,  it  follows  naturally  that  the  custodian  thereof 
will  possess  a  better  knowledge  of  the  material  on  hand  than 
anyone  else,  and  will,  therefore,  be  better  fitted  than  anyone 
else  to  tell  how  much  It  is  necessary  to  buy,  and  how  much 
may  be  procured  by  transfer  between  different  storehouses. 

When  a  company  has  a  general  or  central  storehouse,  I 
think  it  would  be  a  good  plan  to  make  all  requisitions  on  or 
through  the  ];>er8on  in  charge  thereof.  These  requisitions 
may  be  sent  forward  by  him  afterward  to  the  purchaser,  with 
suggested  changes.  The  effect  will  be  to  secure  concert  of 
action  and  tend  to  prevent  purchases  in  excess  of  needs.  It 
will  remove  questions  as  to  supplies  from  the  domain  of 
speculation  to  a  more  solid  foundation.  The  general  store- 
keeper is  the  only  one  having  practical  knowledge  of  the 
subject  His  duties  are  of  such  a  nature  as  to  give  him 
accurate  and  early  information.  He  sees  the  material,  and 
his  knowledge  is  immediate  and  personal.  The  greater  use, 
therefore,  that  a  company  can  make  of  him,  the  greater  the 
efllciency  likely  to  characterize  the  handling  of  its  supplies. 

Where  there  is  a  general  supply  store,  it  is  desirable  that 
supplies  should  be  sent  there  for  inspection  and  distribution 
whenever   practicable. 

The  best  method  that  can  be  devised  for  acquiring  accu- 
rate knowledge  of  needed  material  will  be  defective.  It  will, 
therefore,  be  found  necessary  to  make  requisitions  outside  of 
the  monthly  requisition.  Particular  days  should  be  set  apart 
for  these  supplementary  orders.  They  need  not  be  many; 
say,  two  a  month.  On  these  days  all  orders  that  cannot 
await  the  usual  requisition  should  be  sent  in.  In  addition  to 
these,  there  will  still  be  extraordinary  necessities  that  cannot 
await  any  formal  period.  But  if  storekeepers  are  alert,  these 
added  requisitions  will  not  be  frequent  It  does  not  alter  the 
case  that  the  storekeeper  is  dependent  upon  others  for  much  of 
the  information  upon  which  he  bases  his  requisitions.  His 
ability  to  acquire  this  information  is  one  of  the  evidences  of 
his  fitness.  His  methods  must  be  such  as  the  circumstances 
of  the  case  require.  He  must  use  tact  and  avail  himself  of 
every  opportunity  in  attaining  the  information  he  needs. 

Not  only  is  the  intelligence  of  an  officer  evinced  in  the 
methodical  preparation  he  makes  for  supplying  himself  with 
needed  material,  but  also  in  the  nature  of  such  material;  in 
his  selecting  that  which,  all  things  considered,  is  the  cheap- 
est and  best;  in  his  avoidance  of  that  which  has  only  out- 
ward show  to  recommend  It  for  acceptance.  Brilliant  repu- 
tations are,  perhaps,  not  made  quickly  in  the  exercise  of 
economies  of  this  nature,  but  their  value  to  a  property  is  very 
great  not  only  in  regard  to  the  saving  effected,  but  in  the 
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morale  they  foster.  The  great  and  permanent  properties  of 
a  country  are  commonplace  In  appearance  and  substantial  in 
structure.  Strength  and  durability  are  prime  factors.  There 
is  no  likelihood  that  the  picturesque  needs  of  railroads  will 
ever  be  disregarded;  there  is  no  danger,  consequently,  that 
the  use  of  the  commonplace  and  homely  makeshifts  possible 
in  their  operation  will  ever  permanently  disfigure  them. 

The  wide  discretion  exercised  by  managers  in  filling  requi- 
sitions for  material  has  a  tendency  to  create  confusion  and 
irresponsibility  if  not  carefully  regulated.  In  the  first  place, 
those  who  order  supplies  should  be  made  to  feel  that  they 
are  expected  to  confine  themselves  to  absolute  needs;  that 
grave  responsibility  attaches  to  them  for  lack  of  good  Judg- 
ment. It  is  only  in  this  way  that  the  growth  of  the  compe- 
tent and  self-reliant  men  that  a  great  corporation  needs  can 
be  secured.  If  we  pursue  the  processes  of  children  with  them, 
they  will  not  be  fit  to  exercise  the  responsibilities  of  men. 

When  a  requisition  or  order  is  changed  by  the  oflicial 
receiving  it,  the  person  making  it  (no  matter  what  his  sta- 
tion) should  be  notified,  and  the  reason  given.  Co-operation 
under  any  other  circumstances  is  impossible,  and  both  the 
self-respect  of  the  man  who  makes  the  change  and  th6  man 
whose  plans  are  altered  will  be  increased  thereby.  The  exer- 
cise of  arbitrary  power  without  explanation  is  always  inju- 
dicious where  co-operative  effort  is  necessary.  Every  person 
in  his  place  must  be  made  to  feel  that  his  responsibility  is 
co-ordinate  and  that  he  is  entitled  to,  and  receives,  relatively, 
the  same  regard  as  others.  Men  thus  treated  attach  great 
importance  to  their  actions,  and  are  careful  and  painstak- 
ing. At  once  there  grows  up  in  them  not  only  the  disposi- 
tion, but  the  ability,  to  aid  those  who  look  to  them.  Due 
consideration  of  matters  of  this  nature  is  pertinent  to  the 
subject  and  necessary  to  its  elucidation.  Wise  managers 
recognize  them,  but  they  are  neither  known  nor  recognized 
by  those  who  view  the  operations  of  corporations  from  a 
narrow  standpoint. 

There  can  be  no  doubt  that  the  nearer  those  who  simply 
serve  are  able  to  consider  affairs  from  the  standpoint  of  those 
who  direct,  the  better  agents  they  make  and  the  more  inter- 
ested they  are.  This  is  the  observation  of  men  accustomed 
to  direct  the  movements  of  others;  of  the  general,  of  the 
politician,  of  the  business  man.  Its  recognition  will  be  bene- 
ficial to  railroads. 

Another  and  an  entirely  different  class  of  requisitions 
from  those  already  referred  to  is  that  made  upon  storekeepers 
by   foremen  and    others   for  material   for  work   in   progress. 


ORDERING  SUPPLIES.  65 

These  orders,  experience  proves,  must  be  restricted  to  imme- 
diate and  present  wants.* 

Charges  against  operating  accounts  are  based  largely  upon 
the  orders  of  foremen  and  others.  When,  therefore,  more 
material  is  delivered  than  is  needed  for  the  accomplishment 
of  a  thing,  the  excess  should  be  returned  to  the  storekeeper 
or  accounted  for. 

Economy  will  be  greatly  advanced  by  enforcing  stringent 
rules  in  regard  to  drawing  supplies  from  storehouses  for  cur- 
rent needs.  The  clerical  work  of  making  an  order  is  often 
looked  upon  as  a  disagreeable  duty.  The  disposition,  there- 
fore, is  to  make  as  few  orders  as  possible,  and  to  make  them 
cover  a  great  deal.  The  result  is  to  withdraw  the  material 
from  the  care  of  the  storekeeper,  where  it  is  looked  after 
with  such  watchfulness  as  facilities  permit,  to  a  place  where 
it  has  no  care  at  all,  or  only  cursory  supervision  at  best. 

It  also  follows,  where  excessive  orders  are  permitted  (and 
they  are  inevitable,  except  where  constant  watchfulness  is 
exercised),  that  material  procured  for  one  purpose  is  used 
for  another,  and,  while  this  may  not  involve  actual  loss,  it 
occasions  confusion  in  the  accounts  and  renders  it  impossible 
to  determine  cost  The  tendency  is  bad.  Responsibility  is 
ev-aded,  as  a  company  cannot  tell  whether  work  is  being  car- 
ried on  economically  or  not.  Foremen  and  others  ordering 
material  should  be  required  to  restrict  their  orders  to  known 
and  immediate  wants. 

Orders  for  supplies  for  use  upon  trains  and  at  offices  and 
stations,  and  along  the  line,  differ  from  those  already  noticed. 
They,  however,  require  the  same  careful  and  intelligent 
scrutiny.  If  the  orders  are  large,  those  who  make  them  feel 
the  responsibility.  But  in  the  majority  of  cases  the  amount 
involved  is  so  petty  that  due  attention  is  not  given  it.  The 
necessity  of  economy  is  overlooked.  Such  orders  make,  in 
the  aggregate,  an  enormous  amount,  as  the  expenditures  of 
a  company  evince.  Due  efficiency,  therefore,  requires  that 
they  should  be  carefully  audited  before  being  honored. 

Judicious  "pruning"  of  orders  for  small  supplies  will  not 
only  prevent  undue  expenditure,  but  will  tend  to  prevent  loss 
or  misappropriation. 


•  It  Is  the  practice,  in  some  instances,  for  storekeepers  to  deliver 
large  quantities  of  material  in  advance  of  daily  needs,  charging  the 
material,  when  thus  deliyered,  directly  to  the  thing  on  ^hich  it  is 
finally  to  be  expended.  This  saves  the  necessltT  of  keeping  accurate 
account  of  material  as  disbursed,  and  insures  its  being  charged  to  the 
proper  account.  The  practice,  however  simple  and  direct  it  may  be. 
Is  not  justifiable,  no  matter  how  much  labor  it  may  save  the  store- 
keeper, or  bow  convenient  it  may  be  in  accounting.  Material  not  ac- 
tually needed  by  workmen  for  immediate  use  should  remain  in  the 
Jurisdiction  of  the  storekeeper,  and  should  not  be  formally  delivered  to 
workmen,  or  charged  to  an  account,  except  as  It  Is  actually  disbursed 
for  use  from  day  to  day. 
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It  is  Impossible  for  anyone  not  familiar  with  the  subject 
to  appreciate  the  saving  that  can  be  effected  by  restricting 
supplies  to  present  wants  and  by  carefully  ascertaining,  after 
an  order  has  been  filled,  whether  the  supply  is  made  to  extend 
over  a  commensurate  period.  Upon  some  railroads  this  sur- 
veillance extends  to  minute  articles.  Its  exercise  excites,  as 
may  be  supposed,  the  most  heated  controversies  between  the 
storekeeper  and  his  natural  antithesis — the  person  ordering; 
the  former  accusing  the  latter  of  extravagance,  and  the  latter 
accusing  the  former  of  parsimony  and  with  crippling  the 
service  through  his  pinching  economy.  Such  friction  is 
healthy,  if  confined  within  reasonable  bounds.  It  prevents 
undue  penuriousness  on  one  hand  and  wastefulness  on  the 
other. 

There  is,  it  is  probable,  no  more  ungrateful  task  connected 
with  the  service  of  corporations  than  the  duty  of  passing 
upon  requisitions  and  orders.  However  absurd  or  excessive, 
they  are  not  esteemed  so  by  those  who  make  them,  and  any 
change  or  reduction  excites  their  antagonism  and  chills  their 
ardor;  it  is  a  refiection  on  their  judgment,  and  they  receive 
the  rebuke  according  to  their  amiability  or  the  thoroughness 
with  which  they  have  been  disciplined,  but  always  with  bad 
grace.  But  the  work  is  necessary  if  expenditures  are  to  be 
restricted  within  reasonable  limits.  The  examiner  must  take 
cognizance  of  every  article  used.  He  must  commence  with 
orders  for  equipment,  ties  and  rails,  and  follow  on  dowm  the 
ever  lessening  items  to  the  most  minute  article.  Each  requi- 
sition must  receive  the  measure  of  attention  it  merits,  with- 
out reference  to  the  outlay  involved,  for  the  reason  that  busi- 
ness may  be  harassed  quite  as  much  by  the  want  of  a  neces- 
sary tool  as  by  the  absence  of  a  bridge.  The  supervision 
must,  therefore,  be  searching  and  discriminating. 

The  work  must  be  conducted  with  judicial  fairness;  in  a 
manner  to  invite  confidence.  The  examiner  must  have  a 
benignant  temper;  his  patience  must  be  equal  to  the  most 
exacting  requirements;  his  experience  such  as  to  fit  him  for 
the  duty;  his  power  of  application  commensurate  with  the 
tedious  character  and  ungrateful  nature  of  the  work.  No 
single  person,  it  is  manifest,  can  pass  intelligently  upon  all 
the  requisitions  for  supplies  that  a  company  needs.  If  the 
property  is  a  large  one,  a  man  will  have  to  be  assigned  for 
stationery  and  printing;  another  for  lumber  and  kindred 
material;  another  for  shop  supplies;  another  for  road  sup- 
plies, and  so  on,  according  to  the  magnitude  of  the  work. 
The  fitness  of  a  person  making  examinations  is  evinced  quite 
as  much  by  his  ability  to  convince  those  whom  he  finds  it 
necessary  to  overrule,  of  the  justness  of  his  action,  as  in  the 
changes  he  makes,  as  it  is  only  thus  he  can  hope  to  prevent 
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a  repetition  of  the  mistake.  He  must  not  only  be  able  to 
wisely  curtail  expenditures,  but  to  enlist  the  hearty  interest 
of  others  in  his  work.    The  latter  qualification  is  rare. 

If  the  duty  of  cutting  down  orders  for  supplies  has  a  dis- 
agreeable side,  it  also  has  a  bright  one.  There  is,  to  a 
zealous  man,  probably  no  greater  satisfaction  than  to  think 
that  through  his  unaided  action  he  is  saving  his  employer 
unnecessary  expense.  The  performance  of  such  a  duty  seems 
to  measure  the  value  of  a  man's  service  better  than  any 
other.  He  can,  so  to  speak,  count  it  in  dollars  and  cents. 
The  tendency,  therefore,  in  him  is  to  exaggerate;  to  consider 
the  act  rather  than  the  office.  His  power  tends  to  make  him 
short-sighted;  also  selfish.  He  does  not  like  to  share  the 
credit  -of  his  efforts  with  others.  He  takes  pride  in  being 
able  to  guard  his  employer's  interests  single-handed.  This 
feeling  is  exceedingly  human.  It  is,  however,  none  the  less 
to  be  deplored;  none  the  less  narrow  and  short-sighted. 
Whenever  it  is  necessary  for  an  examiner  to  overrule  an 
associate  or  subordinate,  the  part  of  wisdom  is  to  share  the 
credit  with  the  latter.  By  doing  so  he  will  not  only 
strengthen  his  purpose,  but  secure  an  ally.  And  allied  inter- 
ests are  essential  to  the  good  government  of  corporations. 
Individual  reputations  may  not  be  so  readily  built  up  in  that 
way,  but  great  properties  can  only  be  thus  maintained.  Per- 
manent results  are  to  be  secured  only  by  making  a  force 
homogeneous;  by  making  persons  subservient  to  the  common 
good  without  destroying  their  individual  interest;  by  en- 
couraging an  unselfish  disposition  to  serve  the  property;  by 
striving  to  eliminate  envy  and  Jealousy  from  the  service. 
These  last  two  vices  are  the  curse  of  corporate  life,  the 
natural  inheritance  of  arbitrary  men;  the  outgrowth  of  fear. 
They  retard  growth  and  render  men  unfit  to  exercise  offices 
of  trust. 


CHAPTER  VI. 

REQUISITIONS— HOW   TO   REDUCE    THE   STORES   OP   A 
COMPANY,  THROUGH   SCIENTIFIC  ORGANIZA- 
TION, TO  THE  LOWEST  POSSIBLE  LIMIT. 

[Explanatory  Note. — Requisitions  may  be  divided  under  three 
heads:  First,  requisitions  for  the  purchcue  of  material  to  replenish 
the  stock  at  the  general  storehouse;*  second,  requisitions  for  the 
transfer  of  material  between  storehouses  ;t  third,  orders  on  storehouses 
for  material  for  current  work.t  This  chapter  explains  the  principles 
and  rules  to  be  observed  in  handling  each. 

A  good  form  of  organization  provides,  first,  that  all  material  and 
supplies  should,  be  bought  by  a  purchasing  agent,  who  should  also  dis- 
pose of  scrap  and  other  salable  material  no  longer  of  use  to  the  com- 
pany; second,  that  all  supplies  should  be  received,  inspected  and  stored 
at  a  central  storehouse,  in  charge  of  a  general  storekeeper :  and  third, 
that  stores  of  material  at  shops  and  elsewhere  along  the  line  of  road 
should  be  in  charge  of  local  storekeepers  under  the  direction  of  the 
general  storekeeper. 

Requisitions  should  be  made  on  the  official  in  charge  at  the  general 
storehouse.  He  fills  them  from  supplies  on  hand,  if  possible.  When- 
ever supplies  are  needed  to  replenish  the  stock  of  the  company,  he 
makes  a  requisition  on  the  purchasing  agent. 

However,  the  accompanying  rules  and  regulations  are  not  dependent 
for  their  value  upon  any  particular  organisation;  I  merely  outline  an 
organization  I  know  to  be  effective. 

The  title  of  Storekeeper  is  general ;  it  represents  properly  all  wh» 
have  charge  of  the  supplies  of  a  company  at  the  shops  and  along  the 
line,  or  who  render  returns  thereof.  It  also  covers  those  who  keep  the 
time  of  men  and  render  account  thereof.  Upon  some  roads  the  store- 
keeper will  be  the  official  immediately  in  charge  of  a  storehouse  ot 
the  person  having  charge  of  the  time  of  men;  upon  another  he  will  be 
a  master  mechanic,  upon  another  a  division  superintendent,  roadmas- 
ter,  civil  engineer,  purchasing  agent,  manager,  and  so  on.  So  that 
when  the  title  is  used  K  may  mean  any  one  of  these  officials  or  all  of 
them  together.] 

PRINCIPLES    GOVERNING    REQUISITIONS. 

Upon  the  efficiency  of  the  rules  and  regulations  govemins 
requisitions  depends  the  difference  between  economy  and 
extravagance;   between  order  and  disorder. 

The  good  of  a  service  will  be  greatly  enhanced  if  those 
concerned  can  be  led  to  interest  themselves  actively  and 
intelligently  in  the  work. 

If  all  who  handle  requisitions  can  be  induced  to  exercise 
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pmdence,  diligence  and  intelligence,  the  most  satisfactory 
results  will  be  attained.  But  if  any  considerable  number  fall 
to  do  this,  improvidence  and  waste  will  follow. 

Particular  officials  cannot  make  up  for  lack  of  Interest 
among  subordinates.  A  railroad  Is  too  big  for  one  man  to 
watch  even  in  a  limited  department.  There  must  be  a  gen- 
eral interest. 

A  manager  is  able  to  protect  the  affairs  intrusted  to  him 
to  the  extent  that  he  can  enlist  the  hearty  co-operation  of 
those  about  him.  This  co-operation  is  to  be  attained,  first, 
by  selecting  good  men,  and  secondly,  by  wisely  governing 
and  trusting  them. 

The  practices  of  railroads  differ  widely  In  regard  to  their 
methods  of  handling  requisitions.  Upon  one  line  the  requi- 
sitions of  superintendents,  master  mechanics  and  others  will 
be  made  on  a  general  storekeeper,  who  honors  them,  if  in  his 
Judgment  proper,  without  further  approval.  If  he  thinks 
them  unnecessary,  wasteful  or  extravagant,  he  refers  them  to 
the  proper  officer  for  his  action.  It  is  a  merit  of  the  plan 
that  It  Insures  the  prompt  filling  of  requisitions.  This  Is  of 
the  utmost  Importance.  Officials  knowing  that  their  requisi- 
tions will  be  promptly  filled  cut  them  down  as  much  as  they 
can.  They  feel  that  the  responsibility  is  a  personal  one,  and 
endeavor  to  meet  it  fully.  When,  however,  their  requisitions 
are  subjected  to  long  delays  and  the  scrutiny  of  so-called 
experts  before  being  honored,  the  case  is  different;  the 
responBlbllity  is  then  transferred  to  someone  else;  they  are, 
therefore,  less  provident;  they  habitually  make  requisitions 
in  excess  of  needs  to  meet  possible  reductions  and  probable 
delays.  The  responsibility  having  been  placed  upon  others, 
they  thrust  it  from  them.  While  not  disloyal,  they  act  as 
irresponsible  people  do  in  every  walk  of  life. 

I  have  found  it  best  that  the  requisitions  of  master 
mechanics,  superintendents,  civil  engineers  and  other  trust- 
worthy local  officers  be  honored  as  soon  as  received.  After- 
ward these  requisitions  may  be  subjected  to  the  most  careful 
analysis  by  the  general  manager  and  purchasing  agent  If  it 
turns  out  eventually  that  improvidence  or  poor  judgment  has 
been  exercised  in  making  requisitions,  the  delinquent  may  be 
reproved.  If  reproof  is  unavailing,  he  may  be  dismissed. 
Where  the  local  official  is  a  capable  man,  trusting  him  will 
make  him  better,  and  it  is  impossible  to  tell  what  he  is  until 
he  has  been  trusted.  In  any  event  momentary  excesses  on 
his  part  are  as  nothing  compared  with  those  he  will  commit 
If  he  knows  that  his  requisitions  will  not  be  honored 
promptly,  and  that  through  this  failure  his  work  may  be 
seriously  crippled.  Wherever  such  uncertainty  exists,  he 
will  strive  to  provide  against  it  by  keeping  on  hand  a  much 
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larger  supply  of  material  than  he  would  think  of  doing  if 
promptness  and  definiteness  were  the  rule.* 

Some  companies  will  not  allow  the  requisition  of  a  super- 
intendent, master  mechanic,  roadmaster,  etc.,  to  be  filled 
until  it  has  been  scrutinized  and  approved  by  one  or  more 
general  officers.  This  requires  time,  and  if  the  approving 
officer  is  absent  or  in  doubt,  the  order  lies  on  his  desk 
for  days,  perhaps  weeks,  without  action.  Such  delays  are 
not  matters  of  infrequent,  but  constant  occurrence.  The 
result  is  most  disastrous.  In  every  case  the  approving  officer 
is  more  or  less  ignorant  of  the  local  situation.  But  he  is 
zealous,  and  in  his  zeal  to  prevent  waste  or  extravagance  he 
-  hesitates  or  cuts  down  the  requisition.  The  result  of  this 
procrastination  and  uncertainty  is  most  unfortunate,  as  I 
have  already  pointed  out;  it  compels  those  who  use  material 
to  keep  on  hand  a  larger  supply  than  they  otherwise  would. 
This  is  demoralizing  to  the  service,  and  adds  otherwise 
greatly  to  its  cost,t 

It  has  been  the  experience  of  companies  that  have  aban- 
doned the  practice  of  requiring  requisitions  to  run  the  gaunt- 
let of  general  officers  before  being  honored  that  such 
abandonment  tended  to  secure  greater  care  ana  economy  upon 
the  part  of  local  officers  in  ordering;  that  it  increased  their 
sense  of  responsibility.  Examinations  made  by  general  offi- 
cers are  at  best  only  superficial.  They  create  a  false  situa- 
tion by  building  up  responsibilities  that  cannot  be  sustained 
or  intelligently  enforced.  The  eftect  is  to  break  down  the 
esprit  de  corps  of  a  service. 

The  time  and  place  to  enforce  economy  in  the  supply  of 
material  is  when  requisition  is  made  on  the  purchasing 
agent  to  buy  material;  not  when  material  is  required  for 
use.  A  master  mechanic  or  superintendent  that  cannot  be 
trusted  to  order  supplies  from  a  storehouse  is  unfit  for  his 
place. 

The  attempt  of  general  officers  to  exercise  personal  sur- 
veillance  over  supplies  retards  business  and  heightens  ex- 

*  The  reader  will  notice  that  I  continually  return  to  this  particular 
phase  of  the  subject  of  supplies ;  to  the  fact  that  If  requests  are  not 
filled  promptly,  or  if  they  are  not  filled  as  called  for  and  prompt  no- 
tice of  the  fact  returned  to  the  person  making  them,  the  result  will 
be  to  swell  the  amount  of  material  that  storekeepers  will  keep  on 
hand.  Local  operating  ofllces  will  not  run  the  risk  (even  If  their  su- 
periors are  willing  to)  of  being  left  without  supplies  to  work  with. 
Per  contra,  however,  many  well  managed  roads  will  not  permit  requi- 
sitions for  material  required  for  use  to  be  filled  until  they  have  been 
passed  upon  by  the  head  of  the  department  and  the  general  manager 
or  general  superintendent,  or  both. 

t  When  a  company  requires  requisitions  to  be  approved  by  heads  of 
departments  and  the  general  management  before  the  material  can  be 
supplied  from  the  general  storehouse  for  use,  provision  should  be  made 
to  have  the  work  systematically  and  promptly  performed. 
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pense.  Of  this  there  can  be  no  doubt  It  creates  delay  and 
uncertainty;  fatal  elements  in  business  affairs. 

Supervision  is  all  the  more  effective  when  enforced  indi- 
rectly. It  makes  men  self-reliant  and  trustworthy,  and  no 
road  can  be  operated  efficiently  without  such  men. 

Responsible,  capable,  self-respecting  officers  can  be  made 
only  by  trusting  men. 

The  foregoing  covers  generally  a  plan  that  I  have  found 
to  work  well  in  keeping  down  the  supply  of  material  and 
otherwise  heightening  the  efficiency  of  the  service.  It  is  very 
simple.  It  cuts  off  all  unnecessary  circumlocution  and  fastens 
responsibility  ujpon  those  officials  who  are  familiar  with  the 
local  wants  of  the  property.  The  trouble  with  most  systems 
of  handling  material  is  that  they  take  too  little  account  of 
the  intelligence,  interest  and  practical  experience  of  local 
operating  officers,  whereas  they  are  the  only  officers  who 
really  know  anything  about  minute  wants.  Their  responsi- 
bility and  interest  require  to  be  heightened  in  every  possible 
way,  not  deadened. 

In  reference  to  details,  I  would  recommend: 

First,  that  every  act  affecting  the  procurement  or  use  of 
material  should  have  the  concurrent  knowledge  and  sanction 
of  at  least  two  independent  departments. 

Second,  that  all  material  should  be  bought  by  an  official 
designated  to  perform  the  duty. 

Third,  that  all  material  that  may  be  sold  should  be  dis- 
posed of  in  like  manner. 

Fourth,  that  the  right  to  order  material  should  be  re- 
stricted to  certain  operating  officers  of  the  company  having 
practical  knowledge  of  the  needs  of  the  service. 

Fifth,  that  the  receipt,  inspection,  care  and  disbursement 
of  material  should  be  intrusted  to  storekeepers  under  the 
Instructions  of  a  general  officer  of  the  company. 

Sixth,  that  the  principal  storekeeper  should  be  designated 
a  general  storekeeper  and  that  all  requisitions  for  material 
to  replenish  stock  at  local  storehouses  should  be  made  on 
him. 

Seventh,  that  it  should  be  the  duty  of  the  general  store- 
keeper to  make  requisitions  each  month  for  all  material  that 
is  required  to  be  bought,  such  requisitions  to  be  approved  by 
the  general  superintendent  or  general  manager,  or  both. 

Bighth,  that  so  far  as  possible  the  supplies  of  a  company 
held  in  reserve  for  operating  and  other  purposes  should  be 
kept  at  a  general  storehouse  in  charge  of  a  general  store- 
keeper, so  that  only  he  need  provide  against  the  delays  and 
vicissitudes  that  attend  the  purchase  and  delivery  of  material. 

The  effect  of  this  concentration,  coupled  with  the  knowl- 
edge on  the  part  of  storekeepers  that  their  orders  will  be 
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filled  without  delay,  will  keep  down  the  supply  of  material 
on  hand  to  the  minimum. 

The  efficiency  of  the  service  may  further  be  enhanced  by 
employing  an  inspector  to  visit  periodically  the  various  sup- 
ply depots  of  a  company  to  see  that  proper  care  is  exercised 
in  inspecting,  storing  and  disbursing,  and  that  no  more 
material  is  kept  on  hand  than  is  needed. 

In  conclusion  it  may  be  said  that  no  road  can  be  operated 
either  wisely  or  economically  that  does  not  take  adequate 
measures  to  keep  its  store  of  material  on  hand  as  email  as 
possible.  In  order  to  do  this  it  is  necessary  to  so  simplify 
the  question  of  the  procurement  of  material  that  all  who  use 
it  may  know  exactly  what  to  expect. 


RULES  AND  REGULATIONS  REGARDING  REQUISITIONS 
AND  ORDERS  FOR  MATERIAL. 

Material  should  not  be  ordered  in  excess  of  the  amount 
necessary  to  operate  the  road  efficiently  and  economically: 
supplies  should  not  be  piled  up  to  avoid  making  requisitions 
or  to  meet  contingencies  that  may  never  arise. 

In  making  requisitions  for  material,  due  consideration 
should  be  given  to  the  facilities  for  storing,  the  nature  of  the 
material,  the  distance  from  the  source  of  supply,  the  quan- 
tity consumed,  and  the  cost  of  handling  and  accounting. 

In  order  to  prevent  excessive  requisitions  and  the  dupli- 
cation of  stocks  of  material,  supplies  should,  so  far  as  prac- 
ticable, be  kept  at  the  general  storehouse.* 

Local  storehouses  along  the  line  of  road  should  only  keep 
on  hand  such  material  as  is  needed  to  meet  immediate  wants 
— say  a  month's  supply.f 


*  In  the  event  a  company  does  not  have  a  general  storekeeper,  the 
accompanying  rules  and  regulations,  so  far  as  they  specifically  name 
bim,  sre  of  course  out  of  place.  The  officer,  however,  to  whom  requisi- 
tions are  sent  will  take  hia  place;  this  being  understood,  these  rules 
and  regulations  will  fit  any  situation  and  apply  to  any  road. 

t  To  keep  the  supply  of  track  material  along  the  road  down  to  the 
lowest  possible  limit,  it  la  suggested  that  the  roadmaster  compile  lists 
of  tools  and  supplies  required  to  be  kept  on  hand  dn  each  section,  based 
on  the  standard  of  excellence  which  It  is  determined  to  maintain.  Tols 
will  vary  on  different  parts  of  a  road,  but  the  lists  should  be  as  nearly 
uniform  and  as  small  as  possible.  The  supply  should  be  reduced  on  the 
sections  as  experience  proves  its  expediency.  Each  section  foreman 
should  be  given  a  copy  of  the  list  of  tools  and  materials  which  be  la 
required  to  carry,  with  instructions  to  renew  his  supply  from  month 
to  month  as  necessary.  At  designated  points  on  the  road  duplicates  of 
such  frogs,  switches,  etc.,  as  may  be  likely  to  be  required,  should  be 
stored :  they  should  be  so  placed  that  they  may  be  readily  loaded  on 
passenger  trains,  if  necessary.  (The  shipment  of  such  material  by  pas- 
senger trains  should,  however,  be  restricted  as  much  as  po8sible---being 
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In  order  to  concentrate  purchases,  and  for  other  impor- 
tant reasons,  requisitions  for  supplies  to  replenish  stock 
should,  so  far  as  practicable^  be  restricted  to  one  a  month. 

The  requisitions  of  storekeepers  should  be  numbered  in 
numerical  order,  commencing  with  number  one  on  the  first 
of  each  fiscal  year. 

Requisitions  should  state  the  amount  of  material  on  hand, 
the  amount  ordered  but  not  received,  and  the  additional 
amount  required. 

Whenever  It  is  necessary  to  make  intermediate  requisi- 
tions the  amount  then  on  hand  and  due  on  previous  requisi- 
tions should  be  stated  as  in  other  cases:  the  purpose  for 
which  the  material  is  designed  should  also  be  stated. 

In  the  event  contracts  covering  a  spepifled  period  are 
made  with  manufacturers  or  others  for  particular  classes  of 
material,  such  as  castings,  car  wheels,  etc.,  such  material 
may,  if  more  convenient,  be  ordered  from  time  to  time  as 
needed,  instead  of  monthly,  as  the  practice  requires  in  regard 
to  other  material. 

So  far  as  practicable,  requisitions  should  be  filled  from 
supplies  on  hand  or  by  transfer  from  one  storehouse  to 
another.* 

In  order  to  facilitate  the  procurement  of  supplies,  when 
practicable,  at  the  point  most  convenient  to  the  place  where 
needed,  requisitions  should  state,  so  far  as  possible,  where 
the  material  is  to  be  used.f 

To  prevent  rehandling,  material  furnished  in  car  lots 
should  be  forwarded  directly  where  needed,  if  it  is  practi- 
cable to  receive  and  inspect  the  same  at  such  point.  But 
"When  material  ordered  by  a  storekeeper  is  sent  elsewhere 


only  permitted  when  the  service  would  otherwise  suffer.)  This  stock 
should  be  as  small  as  possible,  to  meet  the  needs  of  the  service  in 
cases  of  emergency.  A  stock  of  such  articles,  which  are  not  frequently 
needed,  will  thus  answer  for  seyeral  sections.  An  article  taken  from 
stock  should  be  replaced  at  once.  A  rule  requiring  the  return  of 
material  not  needed,  and  that  scrap  be  collected  promptly  and  forwarded 
In  due  course,  should  also  be  observed.  Requests  for  material  should 
be  made  monthly  by  track  foremen  on  the  proper  officer,  as  In  other 
cases;  the  latter  should  examine  and  consolidate  these  requests  into 
one  monthly  requisition. 

*  It  will  sometimes  occur,  however,  that  while  requests  for  ma- 
terial may  be  filled  from  the  supply  on  hand.  It  will  require,  in  order 
to  do  so,  that  the  material  should  be  transported  into  the  neighborhood 
where  it  can  be  bought  to  the  best  advantage.  In  such  cases  It  Is 
manifestly  desirable  to  buy  the  supply  at  the  place  where  it  is  needed, 
except  when  the  quantity  on  hand  elsewhere  is  in  excess  of  the  needs 
of  the  service  and  may  therefore  be  transferred  with  advantage.  These 
facts  require  to  bo  carefully  considered  and  acted  upon  in  every  case 
fn  transferring  material,  and^  In  making  and  filling  requisitions. 

t  The  articles  covered  by  this  rule  will  vary,  but  will  not  be  nu- 
merous in  any  case  and  will  be  of  the  more  bulky  order;  It  will  not  be 
difficult,  therefore,  to  enumerate  them. 
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than  as  he  directs,  he  should  be  promptly  notified  of  the  fact 

In  ordering  material  the  technical  names  of  articles 
should  be  given,  reference  being  also  made  to  such  drawings, 
pattern  numbers,  or  illustrations  thereof,  as  may  be  neces- 
sary to  insure  an  accurate  understanding  of  what  is  needed. 
In  cases  where  the  material  cannot  be  satisfactorily  described 
a  sample  of  what  is  required  should  be  submitted. 

Officials  should,  in  signing  and  approving  requisitions, 
note  thereon  the  date  of  such  signature. 

Requisitions  should  have  the  immediate  attention  of  every 
one  through  whose  hands  they  pass,  and,  when  finally  ap- 
proved, the  utmost  celerity  consistent  with  good  business 
usage  must  be  exercised  in  furnishing  the  supplies. 

In  the  event  articles  are  supplied  in  substitution  of 
those  called  for,  or  if  a  request  is  altered,  amended,  cancel- 
ed, delayed  or  action  withheld,  immediate  notice  of  the  fact, 
stating  the  reason  therefor,  should  be  sent  to  the  person 
from  whom  it  was  received,  it  being  the  intent  and  purpose 
of  a  company  that  every  one  Interested  should  be  promptly 
advised  of  any  delay  or  change  in  filling  requests  made  by 
him,  so  that  he  may  act  intelligently.  This  rule  is  impera- 
tive and  should  be  observed  in  every  case  without  reference 
to  the  person  signing  the  request  or  the  person  upon  whom 
it  is  made.* 

Old  or  partially  worn  out  material,  and  all  other  sub- 
stitutes consistent  with  the  economical  and  effective  work- 
ing of  the  property,  should  be  made  use  of  in  order  to  cut 
down  purchases  of  new  material  as  much  as  possible. 

It  is  the  duty  of  the  general  storekeeper  and  the  purchas- 
ing agent  to  order  such  transfer  of  material  in  store  on  the 
line  in  excess  of  current  demands  as  the  good  of  the  service 
requires. 

All  requisitions  for  the  transfer  of  material  or  scrap 
should  be  sent  through  the  office  of  the  general  storekeeper. 

Storekeepers  should  be  promptly  advised  by  the  proper 
official  of  all  changes  in  patterns  or  designs  of  material,  in 
order  that  they  may  avoid  the  accumulation  of  articles  for 
which  there  is  no  use. 

Storekeepers,  foremen,  and  others  in  charge  should  keep 
a  record  from  day  to  day,  as  the  facts  come  to  their  notice* 
of  material  to  be  included  in  their  next  request 


*  Neglect  to  carry  out  this  rule  will  be  unfortunate  on  many  ac- 
counts. In  order  to  prevent  the  piling  up  of  material  on  a  road  It  Is 
necessary,  as  I  have  already  intimated,  that  every  person  in  charge 
should  feel  that  his  orders  will  he  promptly  filled  or  that  he  will  be  ad- 
vised. If  he  has  reason  to  suppose  that  there  will  be  any  delay  or  un- 
certainty, he  will  keep  on  hand  a  supply  sufficient  to  cover  the  contin- 
gency of  such  delay.  The  unnecessary  accumulations  of  a  company 
may,  therefore,  be  measured  by  the  delay  and  uncertainty  that  occur 
in  the  filling  of  requests  for  material. 
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Subordinates  in  charge  of  material  at  storehouses  should 
be  required  to  keep  themselves  advised  of  the  supply  on 
hand,  and  to  promptly  notify  the  storekeeper  of  any  surplus 
or  deficiency  that  may  exist. 

Storekeepers  should,  by  frequent  intercourse  with  oper- 
ating officials,  keep  themselves  advised  of  present  and 
prospective  wants  of  the  service;  otherwise  their  requisitions 
will  require  to  be  supplemented  by  many  unnecessary  re- 
quests. 

All  requisitions  and  orders  should  be  preserved  and  filed 
away  from  day  to  day  as  filled;  they  are  the  authenticated 
vouchers  upon  which  action  is  based,  without  which  it  would 
be  unauthorized. 

Samples  of  material  for  inspection  or  tests  should  be  so- 
licited from  manufacturers  and  others  whenever  necessary 
to  enable  the  receiving  storekeeper  to  see  that'  the  goods 
delivered  correspond  with  those  purchased. 

Results  of  all  examinations  made  by  the  company's  chem- 
ists and  inspectors  should  be  reported  without  delay  to  the 
general  storekeeper  and  such  other  officials  of  the  company 
as  the  good  of  the  service  requires  or  as  may  be  directed. 

It  is  the  duty  of  storekeepers  and  others  to  keep  a  record 
of  all  comparisons,  examinations  and  tests  of  material. 

Reports  should  be  made  without  delay  to  the  general 
storekeeper,  of  all  material  received  that  does  not  come 
within  the  requirements  of  the  contract  under  which  it  was 
bought,  or  which  has  failed  to  accomplish  results  guaranteed 
by  the  vendor.  It  is  the  duty  of  the  general  storekeeper  in 
such  cases  forthwith  to  notify  the  purchasing  agent. 

Estimates  made  at  the  commencement  of  the  year,  for 
miscellaneous  track  material,  lumber,  etc.,  for  the  ensuing 
twelve  months,  should  be  accompanied  by  such  statements 
and  explanations  as  are  necessary  to  enable  the  management 
to  judge  intelligently  of  their  merits. 

Material  sent  to  shops  for  repair  sho'ild  be  consigned  to 
storekeeper,  and  plainly  tagged,  stating  thereon  where  from, 
for  what  purpose  it  has  been  shipped,  and  the  number  of 
the  requisition  made  to  cover.  Requisition  snould  then  be 
made  forthwith,  specifying  the  nature  of  the  work  to  be 
done,  and  advising  the  disposition  to  be  made  of  same  when 
completed.  It  is  the  duty  of  the  storekeeper,  upon  receipt  of 
such  a  request,  to  see  that  no  delay  attends  it;  that  the  fore- 
man or  official  whose  duty  it  is  to  give  the  matter  attention 
is  notified,  and  that  the  article  reaches  him  without  unnec- 
essary delay,  and  when  repaired  is  forwarded  forthwith  as 
directed.  It  is  the  duty  of  all  concerned  to  see  that  prompt 
disposition  is  made  of  matters  of  this  kind. 
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REQUISITIONS  FOR  PURCHASE  OP  MATERIAL.* 

No  material  should  be  purchased  except  upon  requisitions 
of  the  general  storekeeper,  properly  approved,  except  in  the 
case  of  supplies,  stationery,  or  printing  required  in  the  office 
of  a  general  officer  of  the  company;  in  the  latter  case,  the 
requisition  of  such  general  officer  should  be  sufficient. 

Requisitions,  when  properly  approved,  should  be  sent  to 
the  purchasing  agent  to  buy,  with  such  suggestions  as  the 
good  of  the  service  requires. 

Regular  requisitions  should  be  made  on  the  purchasing 
agent  by  the  general  storekeeper  each  month  on  specified 
dates,  for  the  purchase  of  necessary  supplies  and  to  replenish 
the  stock  of  the  general  storehouse. 

Special  requisitions  should  be  made  by  the  general  store- 
keeper as  occasion  requires,  to  fill  requests  received  from 
superintendents,  storekeepers  and  others  for  material  not 
usually  kept  in  stock,  or  which  for  some  other  reason  cannot 
be  furnished  from  the  general  store.  So  far  as  practicable, 
however,  such  requisitions  should  be  filled  from  supplies  al- 
ready on  hand. 

These  requisitions  for  the  purchase  of  material  should  be 
carefully  scrutinized  by  the  proper  officers,  as  it  is  at  this 
point  that  the  purchase  of  objectionable  articles  is  to  be 
prevented  and  orders  curtailed  within  reasonable  and  nec- 
essary bounds. 

In  the  event  it  is  necessary  to  buy  material  to  meet  a 
pressing  emergency,  in  other  than  the  usual  manner,  a  requi- 
sition covering  the  same  should  be  made  on  the  general 
storekeeper  by  the  officer  making  the  purchase,  and  the  fact 
that  the  goods  have  been  bought  noted  on  the  face  thereof; 
also  the  account  to  which  the  material  is  to  be  charged. 
The  bill  of  the  goods  thus  bought  should  accompany  the 
request.  The  general  storekeeper  should  make  requisition 
to  cover  and  forward  the  papers  through  the  usual  channel 
to  the  purchasing  agent,  by  whom  the  voucher  should  be 
made. 

But  no  material  should  be  bought  except  by  the  pur- 
chasing agent,  in  due  course  of  business,  upon  requisitions 
properly  made,  except  in  pressing  emergencies  that  cannot 
be  foreseen  nor  guarded  against,  where  the  Interests  of  the 
company  would  sufter  by  delay. 

Vbuchers  upon  which  payment  is  made  for  material 
should  in  all  cases  be  made  by  the  purchasing  agent,  whether 
the  request  for  the  same  is  forwarded  before  or  after  the 
goods  are  bought. 

*  Form  1,  Appendix  D. 
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No  voucher  for  the  payment  for  supplies  of  any  kind 
should  be  made  without  the  written  acknowledgment  of  the 
storekeeper  that  the  property  has  been  received,  inspected 
and  accepted. 

Should  an  emergency  occur  requiring  the  purchasing 
agent  to  buy  material  without  a  requisition,  he  should  forth- 
with notify  the  general  storekeeper  of  the  fact,  so  that  the 
latter  may  make  a  requisition  to  cover  the  same.  The  gen- 
eral storekeeper  should  note  on  such  requisitions,  "Already 
bought  by  the  purchasing  agent." 

The  form  of  requisition  provides  for  the  simultaneous  fill- 
ing up  (by  the  use  of  carbon  sheets)  of  three  distinct  forms, 
viz.: 

Requisition  of  general  storekeeper  on  purchasing  agent 
for  purchase  of  material.* — ^After  taking  an  impression  copy 
of  this  requisition  it  should  be  forwarded  through  the  pre- 
scribed channel  to  the  purchasing  agentf 

Notice  of  material  ordered  by  general  storekeeper  from 
purchasing  agent. t — This  notice  should  be  sent  to  the  person 
who  is  to  receive  the  material,  for  his  information  and  use 
in  checking  the  material  when  received.  In  case  of  delay 
in  the  receipt  of  the  material  he  should  address  the  pur- 
chasing agent  in  regard  to  it. 

Record  of  material  ordered  by  general  storekeeper  from 
purchasing  agent.fi — This  record  should  be  sent  to  the  per- 
son to  whom  the  invoice  is  to  be  sent,  for  his  use  In  check- 
ing the  invoice. 

In  order  to  keep  those  Interested  informed  as  to  the  prog- 
ress of  their  orders  for  material,  the  purchasing  agent  should 
promptly  notify  them  of  the  disposition  made  by  him  of  all 
requisitions  for  the  purchase  of  material. 

To  aid  in  the  accomplishment  of  this  purpose,  the  blank 
used  by  the  purchasing  agent  in  ordering  material  from  the 
various  merchants,  manufacturers,  etc.,  comprises  three  sep- 
arate forms  which  are  filled  up  at  once  by  using  carbon 
sheets,  viz.: 

Purchasing  agent's  order  for  material."* — This  form  is  sent 
to  the  person  or  firm  from  whom  the  material  is  ordered. 

Notice  to  consignee   cf   material  ordered    by   purchasing 


*  Form  1-A,  Appendix  D. 

t  When  ordering  supplies  for  the  general  store  it  is  unnecessary  to 
take  an  impression  copy  of  the  requisition.  The  "Notice  of  material 
ordered  by  general  storekeeper  from  purchasing  agent"  may  be  glTen 
to  the  person  in  charge  of  the  store  room  where  the  material  will  be 
received  and  checked,  and  the  "Record  of  material  ordered  by  general 
storekeeper  from  purchasing  agent"  may  be  retained  as  the  office 
record  and  for  use  in  checking  the  invoice. 

tPorm  1-B.  Appendix  D. 
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agent* — This  notice  should  be  sent  to  the  person  to  whom 
the  material  is  to  be  shipped.  In  case  the  material  is  not 
received  promptly  the  matter  should  be  taken  up  with  the 
purchasing  agent  at  once. 

Purchasing  agent's  record  of  material  ordered.f — ^This  form 
is  to  be  retained  by  the  purchasing  agent  for  an  office  record. 

REQUISITIONS  FOR  TRANSFER  OF  MATERIAL.! 

One  requisition  should  be  made  monthly,  to  coyer  the 
supplies  required  for  the  succeeding  month.§  If,  however, 
through  omissions  or  the  exigencies  of  business,  further  sup- 
plies are  required,  requests  should  be  made  for  the  same  as 
needed.  But  it  is  desired  that  all  supplies  needed  for  the 
ensuing  month  should  be  embodied  in  the  regular  requisi- 
tions, so  far  as  this  result  can  be  achieved  by  the  exercise 
of  care  and  foresight. 

The  general  storekeeper  should  advise  local  storekeepers 
of  the  dates  upon  which  their  monthly  requisitions  are  to 
be  made. 

Requests  should  not  be  made  by  telegraph  except  in  ex- 
treme cases.  In  the  event  it  is  necessary,  the  telegram 
should  give  the  number  of  the  requisition  which  will  follow. 
A  requisition  covering  same  should  be  made  forthwith  and 
forwarded  without  delay  through  the  usual  channel;  across 
the  face  of  such  document  should  be  written,  "Already  or- 
dered by  telegraph,"  giving  date. 

It  is  the  duty  of  the  general  storekeeper  to  exercise  a 
careful  supervision  over  requests  made  on  him  for  supplies, 
and  in  the  event  he  should  at  any  time  be  in  doubt  as  to  the 
advisability  of  filling  a  requisition,  he  should  confer  with 
the  general  manager  in  reference  thereto  and  be  governed  by 
his  advice. 

The  requisition  blank  is  made  in  triplicate  form,  and  by 
the  use  of  carbon  sheets  the  three  copies  may  be  made  at 
one  writing.l  The  original,  after  approval,  should  be  sent 
to  the  official  to  whom  it  is  addressed,  and  afterwards  (in 
order  to  save  the  labor  incident  to  transcribing  the  items  of 
material  shipped)  should  be  used  as  an  invoice  by  the  person 
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9  As  a  rule,  a  month's  supply  should  be  sufficient  The  smaller 
the  quantity  on  hand,  the  less  the  deterioration  and  cost  of  handling, 
watching  and  inventorying.  Also  a  larger  stock  tends  to  encourage 
wastefulness  and  extravagance  in  using  material.  It  should  not  be 
forgotten,  however,  that  the  demorailizatlon  of  the  service  and  the  extra 
cost  entailed,  occasioned  by  running  short  of  material,  are  too  great  to 
warrant  such  a  risk. 
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forwarding  the  material;  the  second  copy  should  be  sent  to 
the  person  who  is  to  receive  the  material;  and  the  third  copy 
should  be  retained  for  the  office  record. 

No  requisition  should  be  returned  to  the  maker  by  the 
official  to  whom  it  is  sent  for  approval;  he  should  note 
thereon  his  approval  or  disapproval  and  allow  it  to  go 
through  to  the  general  storekeeper. 

Requisitions  for  material  for  shop  storehouses  should  be 
signed  by  the  storekeeper  and  countersigned  by  the  master 
mechanic  or  operating  officer  in  charge. 

Requisitions  for  material  for  tracks,  bridges,  buildings 
and  similar  purposes  along  the  line  should  be  certified  to 
by  the  storekeeper  in  general  charge  of  such  material,  and 
countersigned  by  the  responsible  officer  in  charge. 

Requisitions  which  may  reach  the  general  storekeeper 
from  any  source  without  the  prescribed  approval  should  be 
forwarded  by  him  to  the  proper  official  for  approval. 

All  requisitions  after  being  approved  should  be  forwarded 
to  the  general  storekeeper. 

ORDERS  FOR  MATERIAL  FOR  CURRENT  WORK. 

Material  should  not  be  drawn  from  store  except  upon 
written  orders  made  by  or  under  the  authority  of  officials 
in  charge.* 

Orders  should  in  every  case  be  dated  and  properly  signed 
by  the  person  authorized  to  draw  same;  they  should  specify 
in  detail  the  articles  required,  quantity  thereof,  and  the  pur- 
pose for  which  required. 

Orders  should  be  carefully  scrutinized  by  the  storekeeper, 
and  in  the  event  they  seem  to  be  wrong  in  any  way,  the 
attention  of  the  official  in  charge  should  be  called  to  the 
matter. 

Orders  of  foremen  and  others  should  be  restricted  to  im- 
mediate wants,  as  material  can  be  more  effectively  protected 
and  guarded  in  store  than  elsewhere.  Only  such  material 
therefore,  as  is  necessary  in  ^  the  actual  progress  of  work 
should  be  ordered  at  any  one  time. 

Ail  material  disbursed  for  a  particular  purpose  and  not 
used  therefor  should  be  at  once  returned  or  accounted  for 
to  the  storekeeper. 

As  the  orders  afford,  in  many  cases,  the  most  convenient 
medium  for  writing  up  the  accounts  and  distribution  books, 
the  price  of  the  material  should  be  noted  thereon. 

In  all  cases  when  brasses,  tools  and  implements  of  com- 
mon use,  etc.,  are  ordered  to  replace  worn  out  articles  of 
similar  kind,  the  storekeeper  should  require,  in  addition  to 
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the  written  order,  the  return  of  the  old  articles,  or  when  this 
is  impossible  a  satisfactory  written  explanation  from  the 
foreman  or  other  person  in  charge,  before  delivering  the 
articles  ordered. 

The  form  used  in  ordering  journal  bearings  should,  in 
addition  to  reciting  the  necessary  particulars  in  regard  to  the 
quantity  and  kind  of  articles  required,  give  the  number  of 
each  on  hand  and  the  number  returned.* 

REQUISITIONS    ON    SHOP    FOREMEN    FOR    MANUFAC- 
TURE OF  MATERIAL. 

When  articles  are  to  be  manufactured  at  the  shops  of  a 
company,  a  requisition  should  be  made  by  the  storekeeper 
on  the  official  in  charge,  as  in  other  cases.  The  form  of 
requisition  used  for  this  purpose  provides  for  the  filling  up 
of  four  distinct  blanks,  viz.:  Requisition  on  shop  foreman 
for  manufacture  of  materialf  which  should  be  sent  to  the 
official  in  charge  of  the  shops  for  his  approval,  and  for  trans- 
mission by  him  to  the  foremen  who  will  have  the  work  in 
charge;  General  foreman's  record  of  requisition  for  manu- 
facture of  material^  which  should  also  be  sent  to  the  official 
in  charge  of  the  shops,  to  be  retained  by  him  as  a  record; 
Storekeeper's  record  of  requisition  for  manufacture  of  ma- 
terial,§  which  should  be  retained  for  a  record  in  the  store- 
keeper's office;  and  Storehouse  foreman's  record  of  disposi- 
tion made  of  material  manufactured  at  shops,  M  which  should 
be  retained  in  the  book  by  the  person  making  the  requisition. 
By  the  use  of  carbon  sheets  these  four  forms  may  be  filled 
up  simultaneously,  thus  saving  time  and  clerical  labor,  and 
insuring  accuracy. 

A  separate  requisition  should  be  made  for  each  lot  of 
material  to  be  manufactured.*"  These  requisitions  (Lot  Num- 
bers) should  be  numbered  in  numerical  order,  as  issued. 

*  Form  5,  Appendix  D. 
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°  In  some  cases,  however,  it  will  be  advisable  to  make  one  requlsi-' 
tlon  at  the  commencement  of  each  year  for  the  manufacture  of  a  cer- 
tain kind  of  material  for  stock,  In  order  to  avoid  the  large  number  of 
requisitions  which  would  otherwise  be  necessary.  Thus  one  requisi- 
tion might  be  mad(«  for  rebabbltting  journal  bearings,  another  for  fitting 
up  air  brake  hose,  and  so  on.  Whenever  this  is  done«  however,  the 
foreman  having  the  work  in  charge  should,  at  the  end  of  each  month, 
send  the  storekeeper  a  report  of  the  material  completed  during  such 
month  on  account  of  each  lot  number  of  this  class  (Form  8,  Appendix 
D).  The  storekeeper  should  then  compute  the  average  cost  of  such  ar- 
ticles for  the  month  named,  which  price  should  be  used  until  superseded 
by  another.  Any  unusual  variations  in  price  should  be  promptly 
Investigated,  as  In  other  cases. 
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Since  material  and  labor  expended  in  repairing  locomo- 
thes  are  charged  directly  to  the  locomotives  on  account  of 
which  the  expense  was  Incurred,  the  separate  accounts  being 
designated  by  the  numbers  of  the  locomotives,  it  is  obvi- 
ously desirable  that  distinctive  numbers  be  given  to  lot  num- 
bers, in  order  to  prevent  the  confusion  that  might  otherwise 
occur  if  the  numbers  were  the  same.  For  example,  if  the 
locomotives  are  numbered  from  1  to  1500,  the  lot  numbers 
should  begin  with,  say,  2000. 

Upon  delivery  to  the  storekeeper  of  articles  manufactured 
at  shops,  the  storekeeper's  receipt  should  be  taken  therefor, 
and  a  report  of  the  transaction  should  be  sent  to  the  official 
in  charge  of  the  shops  by  the  foreman  last  in  charge  of  the 
work,  or  who  delivers  the  articles  to  the  storekeeper.  By 
the  use  of  carbon  paper,  both  the  "Report  to  general  foreman 
of  manufactured  material  delivered  to  storekeeper"*  and  the 
"Shop  foreman's  receipt  for  manufactured  material  delivered 
to  storekeeper"!  may  be  filled  up  at  one  writing.  The  latler 
form  should  be  certified  to  by  the  storekeeper  upon  receipt 
of  the  articles,  and  should  then  be  attached  to  the  "Requisi- 
tion on  shop  foreman  for  manufacture  of  material"  by  the 
foreman  delivering  the  articles  to  the  storekeeper. 

As  soon  as  all  the  articles  have  been  completed,  the  fore- 
man last  in  charge  of  the  work  should  return  the  requisition 
to  his  superior  officer,  who  will  forward  it  promptly  to  the 
storekeeper. 

All  expenditures  incurred  in  connection  with  the  manu- 
facture of  each  article  or  lot  of  material  should  be  charged 
to  the  lot  number  assigned  to  such  work. 

The  items  should  be  entered  in  detail  from  day  to  day, 
as  the  expenditure  occurs,  on  the  forms  "Storekeeper's  rec- 
ord of  material  used  in  manufacture  of  material  at  shops"t 
and  "Storekeeper's  record  of  labor  expended  In  manufacture 
of  material  at  shops.  "§ 

To  aid  in  preventing  errors  in  reporting  material  used 
and  labor  performed  on  account  of  lot  numbers,  the  orders 
and  distribution  slips  should  be  printed  on  colored  paper. 
This  will  also  facilitate  the  sorting  of  the  orders  and  slips 
for  the  use  of  the  clerks  making  up  the  distribution  books 
and  computing  the  cost  of  lot  numbers. 

In  order  that  the  company  may  not  be  deceived  in  regard 
to  its  ability  to  manufacture  cheaply,  the  utmost  care  should 
be  exercised  to  see  that  every  species  of  labor,  material  or 
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scrap  that  enters  into  the  cost  of  an  article,  and  every  ex- 
pense incurred  on  account  of  it,  are  properly  computed  and 
charged. 

The  proper  proportion  of  the  time  of  foremen,  unskilled 
laborers,  and  others  whose  labor  is  not  directly  expended  in 
the  manufacture  of  an  article,  but  whose  labor  is  neverthe- 
less necessary — Indirectly — in  the  progress  of  such  work 
through  the  shops,  should  be  included  in  the  cost  of  the  ma- 
terial manufactured;  also  the  proportion  chargeable  for  wear 
and  tear  of  tools  and  machinery,  etc. 

Material  charged  to  a  lot  number,  but  which  upon  com- 
pletion of  the  work  remains  unused,  also  any  scrap  or  other 
material  received  during  the  progress  of  the  work,  should  be 
properly  credited  to  the  cost  of  the  work. 

Upon  completion  of  a  lot  number,  the  cost  thereof  should 
be  accurately  ascertained  by  the  storekeeper.  The  expendi- 
tures as  shown  in  detail  on  the  "Storekeeper's  record  of  ma- 
terial used  in  manufacture  of  material  at  shops"  and  the 
"Storekeeper's  record  of  labor  expended  in  manufacture  of 
material  at  shops"  should  be  summarized,  showing  the  total 
quantity  and  cost  of  each  kind  of  material  used,  and  the 
total  charge  for  time  worked  by  each  employe;  and  reported 
(in  duplicate)  on  the  form  "Storekeeper's  report  of  cost  of 
material  manufactured  at  shops."*  Both  copies  of  this  report 
should  be  sent  to  the  official  in  charge  of  the  shops.  If  upon 
examination  he  finds  same  to  be  correct,  he  should  approve 
the  original  (first  copy)  and  return  it  to  the  storekeeper; 
otherwise  the  report  should  be  returned  for  correction.  The 
duplicate  should  be  retained  by  the  general  foreman,  and 
attached  to  the  "General  foreman's  record  of  requisition  for 
manufacture  of  material." 

The  cost  of  manufacturing  similar  articles  should  be  com- 
pared, in  order  to  see  that  the  charges  are  correctly  re- 
ported. 

Whenever  articles  are  manufactured  at  shops  for  stock, 
the  average  price  of  same  should  be  computed  and  entered 
in  the  price-list  Such  price  should  be  compared  with  pre- 
vious prices  for  similar  articles,  and  any  apparent  discrep- 
ancies carefully  investigated. 

RAILS,  TIES  AND  EQUIPMENT. 

As  the  purchase  of  these  supplies  involves  a  large  expendi- 
ture of  money,  relatively,  and  requires  consultation  and  prior 
understanding  among  the  general  officers  of  the  company, 
their  procurement  is  made  a  matter  of  special  moment  by 
the  management 
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Rules  and  regulations  governing  the  ordering  of  other 
material  will  therefore  apply  only  generally  in  this  case — but 
formal  authority  should  be  required  in  every  instance  before 
purchasing  or  paying  for  such  material.* 

FUEL. 

Coal  for  use  in  forges  at  shops  by  blacksmiths  and  others 
should  be  ordered  by  the  storekeeper  in  charge  as  needed, 
and  such  requisitions  should  be  handled  in  the  same  manner 
as  the  requisitions  for  other  material  and  supplies. 

In  ordering  fuel  for  use  in  heating  station  and  office  build- 
ings, etc.,  a  requisition  for  the  estimated  quantity  required  at 
each  point  should  be  made  as  far  in  advance  of  the  time 
^hen  it  will  be  needed  as  may  be  necessary,  in  order  that 
the  purchase  may  be  made  at  the  most  favorable  time. 

Such  requisitions  should  be  made  through  the  division 
superintendent  upon  the  purchasing  agent,  excepting  at  sta- 
tions where  large  quantities  are  required  for  use  in  power 
plants,  etc., — the  ordering  of  which  is  covered  by  special  in- 
structions issued  by  the  purchasing  agent. 

The  peculiar  circumstances  that  attend  the  procurement, 
storage  and  disbursement  of  fuel  consumed  by  locomotives 
suggest  the  necessity  of  particular  provision  being  made  for 
the  ordering  of  supplies  of  this  kind. 

The  necessity  for  an  ample  supply  of  fuel  for  locomotives 
is  fundamental,  and  every  safeguard  should  be  used  to  avoid 
all  danger  of  the  embarrassment  occasioned  by  a  short  sup- 
ply. 

It  is  evident,  therefore,  that  the  knowledge  of  the  situ- 
ation on  different  parts  of  the  road  should  be  centralized, 
and  that  all  orders  concerning  the  distribution  of  the  coal 
as  received  from  the  mines  should  emanate  from  such  cen- 
ter, so  that  the  requirements  of  divisions  of  the  road  where 
the  supply  is  low,  or  whose  location  is  more  remote  from  the 
sources  of  supply,  may  receive  prompt  attention. 

To  this  end  a  report  of  coal  received,  disbursed  and  on 
hand  should  be  required  each  day  by  the  purchasing  agent 
from  the  person  in  charge  of  each  coaling  station.t 

From  these  daily  reports  a  statement  should  be  made  in 
the  office  of  the  purchasing  agent  periodically,  say  every  ten 
days,  showing  the  quantity  of  fuel  on  hand  at  each  coaling 
station,  the  average  daily  consumption  at  each  point  during 
the  period  specified,  and  the  number  of  days  the  supply  on 
hand  at  each  point  will  last  at  such  rate  of  consumption; 


*  The  material  should  be  invoiced,  as  In  other  cases,  to  the  store- 
keeper in  charge.  It  is  his  duty  to  inspect  the  same,  and  bring  the 
charges  upon  the  books. 

t  Form  26,  Appendix  D. 
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also  the  same  Information  for  each  division  of  the  road,  and 
the  totals  for  the  road  as  a  whole.* 

This  statement  should  be  forwarded  to  the  general  man- 
ager, superintendent  of  motive  power,  and  one  copy  retained 
by  the  purchasing  agent  for  his  use  in  determining  the  dis- 
tribution to  be  made  of  the  coal  as  received. 

Agents  at  stations  where  coal  Is  received  from  the  mines 
or  from  connecting  lines  will  be  advised  by  the  purchasing 
agent  of  the  disposition  to  be  made  of  same.  In  order  to 
keep  the  purchasing  agent  informed  as  to  the  progress  made 
in  the  filling  of  his  orders,  the  agents  at  the  receiving  sta- 
tions should  be  required  to  report  to  him  daily  the  number 
of  cars  received,  from  where  received,  the  number  of  cars  for- 
warded, to  what  stations  shipped,  and  the  number  of  cars  on 
hand  not  disposed  of.t 

In  addition  to  the  reports  referred  to  here,  reports  should 
be  made  to  the  general  storekeeper  by  those  in  charge  of 
coaling  stations,  for  his  use  in  checking  invoices  for  fuel 
and  charging  the  disbursements  to  the  proper  accounts. 
These  returns  and  the  accounts  in  connection  therewith  are 
treated  of  in  a  subsequent  chapter. 

STATIONERY,  BLANKS,  BLANK  BOOKS  AND  PRINTING. 

Supplies  of  this  kind  should  be  purchased  by  or  under  the 
direction  of  the  purchasing  agent,  as  in  the  case  of  other 
material. 

In  purchasing  supplies  for  this  branch  of  the  service, 
advantage  should  be  taken,  as  In  other  cases,  of  the  market 
and  the  competition  of  merchants  and  manufacturers.  All 
orders  should,  so  far  as  practicable,  be  submitted  for  com- 
petitive bids. 

Regular  requisitions  for  the  purchase  of  stationery  sup- 
plies for  stock  should  be  made  on  the  purchasing  agent  by 
the  storekeeper  in  charge  on  specified  dates.  However,  ad- 
ditional requisitions  may  be  made  whenever  the  exigencies 
of  the  service  require. 

A  separate  storehouse  should  be  provided  for  stationery 
supplies,  blank  forms,  etc.,  where  the  general  stock  for  the 
whole  road  should  be  kept 

Requisitions  for  supplies  for  current  use  should  be  made 
monthly  on  the  storekeeper  in  charge,  who  should  decide  as 
to  the  propriety  of  honoring  same.  In  the  absence  of  definite 
instructions  from  the  general  officer  in  whose  department 
the    order   originates.     Such    requisitions    as    are    esteemed 


*  Form  27,   Appendix  D. 
t  Form  28,  Appendix  D. 
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proper  and  within  reasonable  bounds  should  be  filled  by  the 
stationer  without  delay. 

Care  should  be  exercised  in  the  storing  of  supplies  of  this 
nature,  in  order  to  minimize  the  loss  from  soiling,  moisture, 
etc. 

The  value  to  a  company  of  a  competent  and  trustworthy 
stationer  cannot  be  overestimated.  He  may  save  or  waste 
a  great  deal  without  the  fact  ever  being  known. 

In  cases  where  generally  similar  blank  forms  are  used 
in  more  than  one  department,  a  uniform  blank  should  be 
provided  which  will  serve  the  purposes  of  all,  so  as  to  re- 
duce the  number  of  different  forms  necessary  to  be  kept  in 
store. 

For  the  same  reason  standard  forms  of  letter-heads,  envel- 
opes, and  other  stationery  should  be  provided  which  can  be 
used  in  as  many  different  offices  as  may  be  practicable. 

All  printed  forms,  blank  books,  etc.,  should  be  numbered 
consecutively,  and  requisitions  for  such  supplies  should  spe- 
cify the  form  numbers  of  the  articles  ordered. 

No  blank  forms  should  be  changed  nor  new  blanks  printed 
without  authority  from  the  general  officer  in  charge  of  the 
department  in  which  they  are  to  be  used. 

In  making  requisitions  for  printed  forms  to  replenish  the 
general  stock,  samples  of  the  blanks  to  reprinted  should  be 
frequently  submitted  to  the  department  using  same,  for  cor- 
rection or  alteration. 

Suitable  shipping  boxes  should  be  provided  for  use  in  for- 
warding the  stationery  required  at  stations  and  elsewhere. 
When  empty  these  boxes  should  be  promptly  returned  to  the 
stationer;  such  instructions  should  be  stenciled  on  the  boxes. 

SUPPLIES    FOR   DINING,   BUFFET,   PARLOR   AND   BUSI- 
NESS  CARS. 

The  general  rules  regarding  the  ordering  and  purchasing 
of  supplies  for  stock  should  be  enforced  in  this  branch  of  the 
service  so  far  as  possible. 

One  requisition  should  be  made  on  the  purchasing  agent 
by  the  storekeeper  monthly  for  all  non-perishable  supplies, 
such  as  liquors,  cigars,  canned  goods,  staple  groceries,  glass- 
ware, china,  cutlery,  linen,  and  kindred  articles. 

Requirements  of  this  nature  not  provided  for  in  making 
the  regular  requisition  may,  however,  be  covered  by  special 
requisitions  whenever  the  exigencies  of  the  service  demand, 
but  by  the  use  of  care  and  foresight  such  requests  need  not 
be  frequent. 

Perishable  supplies,  such  as  milk,  cream,  butter,  bread, 
vegetables,  fresh  meats,  eggs,  fish,  etc.,  may  be  purchased 
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from  day  to  day  as  needed  by  the  superintendent  in  charge 
of  this  service  or  such  person  as  may  be  directed.  The  su- 
perintendent should,  however,  make  a  formal  requisition  on 
the  purchasing  agent  to  cover  invoices  for  supplies  of  this 
nature  as  often  as  required,  sending  same  to  the  proper  offi- 
cer for  approval.  The  vouchers  in  payment  for  such  supplies 
should  be  made  by  the  purchasing  agent,  as  in  the  case  of 
other  classes  of  material. 

Orders  of  conductors  for  supplies  for  use  on  these  cars 
should  be  restricted  to  immediate  needs,  and  care  should  be 
exercised  to  avoid  the  loss  and  waste  consequent  upon  over- 
stocking cars  with  supplies  of  this  kind. 

Conductors*  orders  should  be  approved  by  the  superin- 
tendent in  charge  of  this  department  before  being  filled  by 
the  storekeeper.  The  form  of  order  used  for  this  purpose 
is  designed  to  save  clerical  labor  in  writing  the  order,  the 
names  of  the  different  articles  and  supplies  used  being 
printed  in  the  blank,  so  that  all  that  is  necessary  in  writing 
the  order  is  to  insert  the  quantity  on  hand  and  the  addi- 
.tional  quantity  ordered  in  the  spaces  provided  opposite  the 
names  of  the  articles.*  By  the  use  of  carbon  sheets,  a  record 
of  the  order  may  be  made  at  one  writing,  to  be  retained  by 
the  conductor. 

In  cases  of  the  failure  of  the  stock  of  supplies  on  board 
a  car  during  a  trip,  the  conductor  in  charge  of  such  car 
should  purchase  necessary  supplies  from  such  firms  as  may 
be  designated  by  the  superintendent  of  this  department.  Con- 
ductors of  cars  of  this  class  running  between  points  remote 
from  the  storehouse  should  also  be  authorized  to  purchase 
such  supplies  as  cannot  be  advantageously  furnished  by  the 
storekeeper.  All  purchases  made  under  this  rule  should  be 
reported  by  the  conductor  promptly  at  the  end  of  each  trip; 
original  and  duplicate  bills  should  be  required  from  the  firm 
supplying  the  articles,  which  bills  should  be  certified  to  by 
the  person  in  charge  of  the  car  and  sent  to  the  superin- 
tendent of  this  department  without  delay,  for  his  approval. 
All  such  bills  should  then  be  given  to  the  storekeeper,  who 
should  make  requisitions  on  the  purchasing  agent  as  often 
as  required  to  cover  all  items  of  this  nature. 

THE  STOCK  BOOK.t 

Stock  books  should  be  used  by  all  persons  who  are  in 
charge  of  and  responsible  for  stores  of  material  and  supplies, 
in  order  to  enable  them  the  better  to  keep  in  touch  with  the 
stock  on  hand  and  to  afford  them  a  basis  upon  which  to 


*  Form  6.  Appendix  D. 
t  Form  13,  Appendix  D. 


RULES  GOVERNINa  REQUISITIONS.  87 

compile  their  monthly  requisitions.*  By  their  use  the  quan- 
tity of  material  in  store  may  be  reduced  to  the  minimum, 
since  the  record  will  show  what  the  actual  requirements  have 
been  from  time  to  time  and  at  particular  seasons. 

By  taking  care  to  have  all  material  on  hand  shown  in  the 
stock  books  it  will  be  easy  to  determine  just  what  is  surplus 
and  the  amount  of  such  surplus  material  on  hand  will  be 
kept  continually  before  the  storekeeper;  such  material  will 
thus  be  more  likely  to  be  used  to  the  best  advantage  when- 
ever a  suitable  opportunity  offers — otherwise  it  may  be  lost 
sight  of  and  forgotten. 

In  order  to  reduce  the  stores  of  material  along  the  road 
as  much  as  possible,  the  monthly  returns  of  material  on  hand 
should  be  carefully  scanned  by  the  general  storekeeper.  To 
further  this  purpose  and  for  other  reasons  storekeepers 
should  send  their  stock  books  to  the  general  storekeeper 
immediately  after  writing  their  monthly  requisitions.  By 
examining  and  comparing  the  requisition  and  stock  books, 
the  general  storekeeper  will  be  aided  in  disposing  of  the 
requisition,  as  he  will  be  enabled  to  inform  himself  as  to  the 
different  kinds  of  material  on  hand,  quantity,  consumption, 
etc.  If  the  amount  on  hand  is  excessive  in  any  instance,  he 
should  make  such  disposition  of  it  as  the  good  of  the  service 
requires.  It  will  also  enable  him  to  keep  track  of  old  ma- 
terial, material  no  longer  in  use  and  other  supplies  requiring 
disposition.  It  will  be  seen  from  this,  therefore,  that  the 
stock  books  should  be  carefully  written  up,  so  as  to  afford 
a  full  and  complete  record  of  material  of  every  kind  on 
hand. 

For  convenience  in  handling  and  to  permit  several  per- 
sons to  be  engaged  in  counting  the  stock  at  once,  it  is  ad- 
visable to  have  the  stock  books  limited  in  size  to  about  24 
leaves,  using  as  many  books  as  may  be  required. 

The  following  rules  governing  the  use  of  stock  books 
should  be  observed: 

The  stock  books  should  contain  a  complete  record  of  all 
material  and  supplies  on  hand  (not  in  use),  and  of  all  ma- 
terial ordered  and  manufactured  at  shops,  including  tools 
and  machinery. 

The  stock  books  should  be  written  up  each  month  just 
before  making  the  regular  requisition,  and  should  be  for- 
warded to  the  general  storekeeper  promptly  after  making 
the  monthly  requisition.  As  soon  as  the  general  storekeeper 
has     examined  the  stock  books  he  should  return  them.   The 


•  In  the  caM  of  trackmen  the  regular  Track  Material  Book  (treated 
of  elsewhere  herein)  will  generally  prove  eufflcient.  However,  at  all 
points  where  there  is  a  comparatively  large  stock  of  material  and  sup* 
plies,  stock  books  may  he  uaed  with  advantage. 
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examination  should  be  made  within  five  days  after  their 
receipt. 

Each  storehouse  should  he  divided  into  sections.  When 
practicable,  sections  should  be  indicated  by  a  letter  or  num- 
ber, and  the  books  marked  accordingly. 

An  index  should  be  provided  for  each  set  of  stock  books, 
giving  the  names  of  all  articles  of  material  on  hand,  with 
reference  to  the  number  of  the  book  and  page  where  re> 
corded. 

Columns  for  thirteen  months  are;  provided  so  that  the 
record  of  material  on  hand  and  ordered  for  the  last  month  of 
the  preceding  year,  as  shown  in  the  old  stock  book,  may  be 
entered  in  the  new  stock  book.  This  is  done  in  order  that 
a  comparison  may  be  made  when  making  up  the  succeeding: 
month's  requisition,  and  to  afford  the  general  storekeeper 
information  as  to  the  stock  usually  carried,  without  the  ne- 
cessity of  referring  to  the  old  stock  books. 

Names  of  Articles. — In  this  column  should  be  written  the 
technical  names  of  the  articles  of  material  on  hand  or  to  be 
ordered,  giving  pattern  number  or  reference  to  drawings 
whenever  an  article  is  so  designated.  All  material  should  be 
accurately  described,  so  as  to  prevent  errors  in  making  and. 
later,  in  filling  requisitions.  The  different  articles  of  material 
should  be  entered  in  the  stock  books  in  the  same  order  in 
which  they  are  arranged  in  the  storehouse,  so  as  to  facili- 
tate the  counting  of  stock  each  month. 

Classification  of  Material.— Material  at  the  general  store- 
house should  be  divided  into,  several  classes,  according  ta 
the  location  of  the  stocks  of  the  different  kinds  of  material. 
In  this  column  should  be  entered  the  letter  designating  the 
section  of  the  general  storehouse  where  each  item  of  ma- 
terial is  stored.  Separate  requisitions  should  be  made  for 
each  of  such  classes  of  material. 

Inventory. — At  the  close  of  the  fiscal  year  the  stock  on 
hand  should  be  accurately  ascertained,  tae  quantity  being 
entered  in  this  column,  and  the  price  and  amount  of  each 
article  being  entered  in  the  spaces  provided — using  for  this 
purpose  the  stock  books  for  the  ensuing  year.  The  inventory 
should  then  be  written  up  from  the  stock  books.  In  enter- 
ing the  quantity  on  hand  in  this  column  for  the  inventory 
the  denomination  used  should  be  that  upon  which  the  price 
is  based  (as  "dozen,"  "pounds,"  "gallons,"  etc.) 

Quantity  on  Hand. — In  this  column  should  be  entered  the 
quantity  of  each  kind  of  material  on  hand,  using  the  same 
denomination  as  is  used  in  ordering.  Old  material  on  hand 
which  is  usable  should  also  be  entered  In  this  column,  and 
designated  as  such  by  the  notation  "2d  Hand." 
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In  this  column  should  also  be  entered  (in  red  ink)  all 
material  which  has  been  ordered,  but  not  yet  received. 

The  date  the  stock  is  counted  should  be  inserted  in  the 
space  provided  at  the  top  of  each  column. 

In  the  case  of  material  in  bulk,  such  as  bolts,  nuts,  chain, 
cotters,  gaskets,  paint,  rivets,  washers,  etc.,  the  storekeeper 
is  at  liberty,  in  writing  up  the  stock  books  for  the  monthly 
requisition,  to  estimate  the  amount  on  hand.  The  estimate, 
however,  should  be  made  in  every  case  after  personally  view- 
ing the  supply.  Whenever  possible  the  actual  amount  should 
be  given.  For  the  yearly  inventory,  however,  the  quantity 
should  be  accurately  ascertained  in  every  case. 

Quantity  Ordered.-^In  this  column  should  be  entered  the 
quantity  of  each  kind  of  material  required.  This  quantity 
should  be  determined  after  a  careful  consideration  of  the 
amount  on  hand  and  due  from  previous  requisitions,  com- 
pared with  the  amount  required  in  previous  months  and  at 
similar  seasons. 

Material  ordered  during  the  month  on  special  requisitions 
should  be  entered  in  this  column  in  red  ink,  and  the  date  of 
such  requisitions  shown. 

Articles  ordered  to  be  manufactured  at  the  shops  should 
be  entered  in  this  column  with  blue  pencil.  Material  received 
from  other  sources  besides  requisitions  and  orders  on  the 
shops  should  be  entered  in  this  column  and  underlined  with 
blue  pencil. 


CHAPTER  VII. 

INSPECTING,  RECEIVING  AND   CLASSIFYING  SUPPUES. 

The  importance  of  inspecting  matenal  properly  is  ap- 
parent. It  is  not  enough  that  supplies  are  bought  judiciously. 
Intelligent  measures  must  be  taken  to  see  that  what  is 
bought  is  received.  The  duty  of  inspecting  the  material  of 
a  railroad  requires  accuracy,  intelligence,  and  a  technical 
knowledge  of  the  thing  inspected.  These  are  not  to  be  found 
in  any  one  man.  Different  inspectors  will  be  required,  pos- 
sessing particular  knowledge  of  the  thing  they  inspect  They 
must  be  men  of  a  high  order  of  integrity,  and  of  a  disposl- 
.  tion  that  cannot  be  inveigled  into  describing  a  thing  other- 
wise than  as  it  is.  These  qualities  are  not  rare  among  the 
employes  of  railroads,  and  capable  inspectors  are  not  diffi- 
cult to  find,  but  the  qualifications  needed  must  be  kept  in 
mind  in  making  selections. 

The  clashing  that  is  inevitable  between  seller  and  buyer 
as  regards  quantity  and  quality  of  goods  delivered  is  greatly 
lessened  when  the  office  of  inspector  is  worthily  filled.  He 
has  the  confidence  of  those  with  whom  he  deals.  They  ac- 
cept his  statements.  He,  however,  none  the  less  avails  him- 
self of  every  incident  connected  with  his  duties  that  will 
enable  him  to  convince  the  shipper  of  the  accuracy  of  his 
inspection. 

It  cannot  be  too  strongly  impressed  upon  Inspectors  that 
the  good  of  their  employer  requires  that  they  should  be 
entirely  fair  in  their  work.  A  company's  interest  can  never 
be  advanced  by  attempts  to  defraud  the  seller.  Honesty,  in 
this  as  in  everything  else,  is  the  only  policy  and  should 
be  the  standard.  A  contrary  course  quickly  creates  suspi- 
cion, rendering  merchants  unwilling  to  sell  on  as  favorable 
terms  as  they  otherwise  would;  they  will  take  measures 
to  protect  themselves,  and  will  offset  the  dishonesty  of  the 
inspector  by  unfair  means  in  other  directions;  quite  likely 
by  bribing  the  inspector  himself.  Indeed,  such  attempts  may 
be  made  without  any  precipitating  cause,  but  they  are  not 
so  likely  to  occur  if  the  company  is  lair  and  the  inspector 
straightforward. 

The  danger,  however,  that  inspectors  may  be  improperly 
infiuenced,  requires  that  the  greatest  care  should  be  taken 
in  selecting  them,  and  in  governing  them  afterward. 

90 
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Venality  in  the  purchase  of  supplies  not  only  Inyolves 
payment  for  inferior  goods,  but  for  goods  never  delivered. 
The  former  is  worse  than  the  latter.  It  is  more  difficult  to 
detect  and  involves  a  chain  of  disastrous  consequences.  Thus, 
by  the  receipt  of  an  article  of  oil  inferior  to  that  purchased, 
a  company  is  not  only  swindled  as  regards  price,  but  its  use 
injures  the  machinery,  and  perhaps  precipitates  an  accident, 
to  the  great  pecuniary  loss  of  the  company. 

These  things  may  not  occur,  but  prudence  requires  that 
provision  should  be  made  to  prevent  them;  the  most  ef- 
fective measure  is  the  exercise  of  good  judgment  in  selecting 
inspectors,  and  their  systematic  government  afterward. 

It  may  be  set  down  as  a  fact  not  to  be  disputed  that  an 
inspector  who  will  defraud  a  seller  wi!l  also  defraud  his 
employer  if  he  can  derive  benefit  therefrom. 

The  disposition  of  men  to  seek  opportunity  to  do  an  un- 
just thing  on  behalf  of  their  employers  may  be  accepted 
as  an  evidence  of  instability. 

The  safety  of  corporations  depends  upon  the  just  action 
of  their  servants,  and  whenever  one  of  them  construes  it  to 
be  his  duty  to  lie  or  cheat  on  behalf  of  his  employer,  he  will, 
with  equal  facility,  lie  or  cheat  in  his  own  behalf  if  occasion 
arises.  His  virtue  will  not  be  able  to  resist  the  first  on- 
slaught, and  his  seduction  and  abandonment  are  only  a  ques- 
tion of  days  or  weeks. 

The  duty  of  inspecting  railway  supplies  should  be  per- 
formed with  the  same  intelligence  and  care  that  it  would  if 
the  thing  inspected  were  owned  by  the  Inspector. 

There  can  be  no  higher  standard  than  this. 

The  inspectors  must  be  honest,  experienced,  discerning; 
men  of  resolute  character.  Their  experience  and  talent  must 
be  commensurate  with  their  work.  They  must  be  able  to 
resist  insidious  attentions  and  flattery,  as  well  as  open  brib- 
ery. 

They  must  be  sufficiently  skilled  to  be  able  to  judge  of 
the  qualifying  features  that  attach  to  the  material  they  in- 
spect.* 

Inspectors  will  be  variously  tempted.  It  will  not  do  for 
them  to  place  themselves  under  obligation  to  those  with 
whom  they  deal;  to  subject  themselves  to  suspicion  is  fatal 
to  their  usefulness. 

The  duties  of  inspectors  of  track  material,  timber,  fuel 


*  Thus  a  knot  hole  may  not  be  objectionable  In  a  tie  If  not  located 
under  tbe  rail :  sbrinkage  In  the  face  of  the  tie  that  might  not  be  ob- 
jectionable in  one  place  would  make  It  unfit  for  use  In  another.  They 
must  understand  the  peculiarities  of  timber  embraced  or  implied  under 
the  heads  of  shake?,  wanes,  cracks,  splits  and  other  attendant  condi- 
tions; the  peculiarities  of  metals,  varnishes,  oils,  paints,  fuel,  etc. 
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and  kindred  Bupplies  are  usually  arduous  and  perplexing; 
they  must  be  hardy  of  frame  and  thoroughly  skilled.  It  is 
said  that  there  never  were  two  ties  or  pieces  of  wood  ex- 
actly alike.  Inspectors  must  constantly  possess  a  thorough 
knowledge  of  such  material  and  the  use  it  is  to  be  put  to 
In  order  to  inspect  it  accurately;  to  be  able  to  judge  rapidly 
and  correctly  as  to  its  class  and  disposition,  and  to  detect 
at  a  glance  the  tricks  of  dealers. 

They  must  be  men  of  strong  character,  with  confidence 
in  themselves;  even  tempered,  sober  and  fearless,  doing  what 
is  just  to  the  buyer  as  well  as  to  the  seller;  what  is  just  and 
fair  as  between  man  and  man. 

As  regards  details  of  inspection  generally,  if  material  .<s 
deficient  in  any  way,  either  as  regards  quantity  or  quality 
the  fact  should  be  entered  on  the  invoice;  or  if  this  docu- 
ment is  not  at  hand,  the  particulars  should  be  noted  else- 
where with  a  view  to  their  final  insertion  on  the  invoice. 

The  practice  observed,  when  material  does  not  conform 
to  the  purchase,  is  not  uniform.  In  some  cases  it  is  re- 
turned; in  others  it  is  held  to  await  further  correspondence. 
Sometimes  such  use  is  made  of  it  as  the  exigencies  of  the 
service  allow.  The  only  safe  course  is  to  insist  upon  the 
delivery  of  that  which  is  bought;  any  other  entails  confu- 
sion and  possible  loss.  Circumstances  will,  however,  arise 
where  articles  will  be  delivered  unintentionally  by  the  seller 
that  do  not  meet  the  requirements  of  the  purchase,  that  can 
be  used  in  some  other  way  without  detriment  In  cases  of 
this  kind  they  should  be  laid  aside  and  the  facts  reported 
to  the  proper  official  for  decision.  If  favorabiC,  the  exact 
nature  of  the  material  should  be  noted,  and  the  record  book 
and  the  invoice  made  to  conform  thereto. 

A  large  proportion  of  the  material  that  is  bought  requires 
that  a  sample  should  be  sent  to  the  storekeeper,  to  enable 
him  to  inspect  it  intelligently.  This  practice  should  be  ob- 
served. It  is  only  by  such  a  course  that  sellers  can  be  held 
to  a  rigid  accountability.  The  great  difference  in  the  kind 
of  goods  furnished  by  different  men,  or  the  same  men  at 
different  times,  renders  accurate  inspection  impossible  with- 
out samples. 

While  care  is  always  required  to  be  exercised  in  inspect- 
ing and  receiving  material,  it  is  manifest  that  greater  re- 
sponsibility attaches  when  the  material  is  received  from  a 
seller  than  when  received  from  a  company's  storehouse. 
Mistakes  or  omissions  in  the  former  case  may  involve  loss 
in  many  directions,  and  are  certain  to  breed  demoralization 
if  not  discovered  and  corrected,  whereas  if  the  material  is 
simply  transferred,  the  circumstances  attending  its  receipt 
and   inspection   are   not   so   important.     However,   efficiency 
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will  be  promoted  If  the  work  is  intelligently  and  meth. 
odically  performed  in  all  cases,  and  all  discrepancies  care- 
fully  noted  and  reported. 

In  receiving  goods  it  is  desirable,  where  the  name  of  tne 
manufacturer  or  seller  is  not  plainly  branded  on  the  article 
that  some  mark  shall  be  placed  thereon  that  will  facilitate 
its  identification  afterward,  in  the  event  it  should  prove  to 
be  defective  or  otherwise  than  as  agreed  upon.  In  the  case 
of  bar  iron,  this  may  be  done  by  painting  the  end  or  a  portion 
thereof  with  some  distinctive  color.  It  will  never  be  diffi- 
cult for  the  storekeeper  to  find  some  simple  and  effective 
way  to  mark  material,  so  that  it  may  be  afterward  identi- 
fied. 

The  practice  of  accepting  material  before  it  is  unloaded 
is  not  a  good  one. 

Material  should  be  inspected  in  detail,  as  it  is  unloaded 
and  placed  in  the  storehouse.  It  will  frequently  be  necessary 
for  the  Inspector  to  ask  the  advice  of  foremen  and  others 
having  practical  knowledge  of  the  articles  he  receives.  Judi- 
cious use  of  such  information,  in  doubtful  cases,  cannot  but 
redound  greatly  to  the  efllciency  of  the  work.* 

Details  in  regard  to  inspecting  material  can  only  be  gen- 
erally referred  to.  Each  class  of  material  possesses  charac- 
teristics peculiar  to  itself  which  must  be  taken  into  account 
by  the  inspector.  To  attempt  to  define  the  duties  of  the  ex- 
aminer in  detail  would,  in  many  cases,  require  an  accurate 
technical  description  of  the  article  used — an  absurd  and  im- 
possible task. 

One  or  two  practical  illustrations  of  details  connected 
with  the  purchase  and  inspection  of  material  may,  however, 
be  inserted  here  for  illustration.    Thus,  Lids  for  ties: 

"All  ties  must  be  well  and  smoothly  hewed  or  sawed  out 
of  sound,  straight,  thrifty  timber;  must  be  eight  feet  long, 
with  sawed  ends;  must  be  uniformly  six  inches  thick  be- 
tween the  faces;  each  face  side  to  be  six  inches  wide  or 
wider  at  the  narrowest  place,  inside  the  bark,  and  the  faces 
to  be  straight,  truly  lined  and  parallel  with  each  other.  If 
ties  are  sawed  or  split  from  large  timber,  they  must  not  be 
less  than  six  inches  thick  between  the  faces,  nor  less  than 
eight  inches  wide  on  face  side,  and  must  be  free  from  wane, 
shakes  or  unsoundness  of  any  kind.  The  ties  to  be  deliv- 
ered on  ground  at  or  above  the  grade  of  the  railway  track, 
and  within    thirty  feet  of    same,  subject    to  the    inspection 


*  It  baa  been  suggested  that  where  a  company's  supplies  are  not 
delivered  at  tbe  storehouse,  it  should  have  a  room  in  charge  of  a  store- 
keeper, so  as  to  facilitate  inspection  under  the  eye  of  both  seller  and 
purchaser;  a  thing  impossible  when  a  company  does  not  accept  mate- 
rial until  its  arrival  at  an  Interior  point. 
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and  count  of  the  purchasing  agent,  or  any  authorized  agent 
of  the  company,  whose  action  In  counting  and  receiving  or 
rejecting  the  ties  offered  shall  be  final  and  conclusive;  lu- 
spection  will  be  made  once  a  month,  or  oftener  If  required, 
and  payments  will  follow  within  thirty  days  thereafter. 
The  purchasing  agent  will  furnish,  upon  application,  the  neces- 
sary blanks  for  making  proposals.  All  persons  desirous  of 
furnishing  ties  on  the  above  named  terms  and  conditions  will 
make  application  to  the  purchasing  agent,  who  will  Issue  per- 
mits; no  person  will  be  allowed  to  place  any  material  on  the 
right  of  way  of  the  company  without  special  permit  to  do  so." 

And  for  wood: 

"All  cord  wood  to  be  well  manufactured  out  of  sound, 
straight,  thrifty  timber;  to  be  cut  four  feet  in  length,  meas- 
uring half  the  kerf,  to  be  well  corded  In  single  or  double 
ranks,  six  feet  or  eight  feet  high,  the  ranks  not  to  be  over 
two  hundred  feet  in  length,  a  space  to  be  left  at  the  end 
of  each  rank  of  at  least  eight  feet  before  commencing  an- 
other pile;  the  wood  to  be  piled  on  longitudinal  sticks  sufil- 
clent  to  keep  it  from  the  ground,  and  In  all  cases  to  be  piled 
on  the  ground  at  or  above  the  grade  of  the  railway  track; 
the  end  of  each  rank  to  be  substantially  stayed  by  a  good 
abutment;  a  space  three  feet  wide  to  be  left  between  the 
ranks,  if  piled  in  single  ranks,  or  the  same  space  between 
every  two  double  ranks,  if  piled  in  double  ranks,  so  that  a 
man  may  pass  conveniently  through  for  the  purpose  of  In- 
specting and  measuring  the  same;  no  round  wood  to  be  deliv- 
ered that  is  more  than  four  inches  In  diameter,  or  less  than 
three,  and  no  split  wood  that  exceeds  six  inches  In  greatest 
through  measurement;  no  wood  to  be  piled  within  one. hun- 
dred feet  of  a  crossing.  Hard  and  soft  woods  must  be  piled 
separately.  The  said  wood  to  be  delivered  subject  to  the 
Inspection  and  measurement  of  the  purchasing  agent  or  any 
other  agent  of  the  company,  duly  authorized  to  Inspect  and 
measure  the  same.  The  decision  of  the  said  purchasing  or 
other  authorized  agent,  in  regard  to  the  Inspection  and  accep- 
tance of  the  wood  delivered,  and  the  measurement  of  the 
same,  or  In  regard  to  the  rejection  of  the  whole,  or  any  part 
thereof,  for  non-compliance  with  these  specifications,  shall  be 
final  and  conclusive.  Measurements  will  be  made  monthly, 
and,  until  measured,  the  wood  will  remain  at  the  risk  of  the 
owner.*** 

In  receiving  merchandise  at  stations,  consigned  to  mer- 
chants and  others,  the  goods  are  compared  item  by  item 
with  the  way  bills  as  they  are  unloaded  from  the  car,  and  all 


*  Railway  companies  usually  have  special  inspectors  for  ties,  fuel, 
etc.  The  subject  of  Inspection  is  referred  to  more  at  length  elsewhore 
herein. 
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marks  and  references  to  excesses,  deficiencies,  damages,  etc., 
noted.  This  practice  has  been  found  to  work  well,  and  it 
would  seem  to  be  a  safe  plan  to  follow  in  receiving  material, 
except  that  the  invoices  are  used  instead  of  the  way  bills. 

Discrepancies  are  more  likely  to  be  noticed,  and  accu- 
rate account  taken  thereof,  if  goods  are  compared  with  the 
invoice  as  received  and  tally  marks  and  notations  indelibly 
marked  thereon  at  the  time;  the  number  of  the  car  and  date 
received  should  also  be  inserted. 

If  the  invoice  has  not  come  to  hand  when  the  material 
is  received,  the  record  of  the  requisition  may  be  used.  There 
should  be  entered  on  this  record  the  date  of  receipt  of  goods, 
the  number  of  car  and  the  name  of  the  party  from  whom 
bought.  Afterward,  when  the  invoice  has  come  to  hand  and 
been  receipted  and  returned,  the  fact  should  be  noted  on  the 
record.  All  these  details  should  be  inserted  on  the  record 
in  any  event.  They  will  prevent  the  certification  of  duplicate 
invoices  and  other  irregularities. 

The  absence  of  the  notations  on  a  record,  moreover,  will 
be  an  indication  at  all  times  that  the  material  has  not  been 
received  or  has  not  been  invoiced. 

The  use  of  original  sources  of  information  of  this  kind 
saves  clerical  labor,  and  avoids  dangers  likely  to  occur  when 
copies  are  used. 

Too  great  care  cannot  be  exercised  to  surround  the  re- 
cording and  signing  of  the  invoice  with  proper  safeguards, 
as  this  Instrument  forms  the  basis  of  the  voucher  used  in 
paying  for  the  goods.  I  would  not  only  note  the  particulars 
of  the  Invoice,  and  the  signing  thereof,  as  described  above, 
but  also  further  record  the  fact  in  the  Material  Book,  thus 
rendering  it  doubly  impossible  to  sign  unwittingly  a  dupli- 
cate invoice. 

I  also  attach  great  importance  to  the  use  of  the  original 
invoice  in  receiving  and  inspecting  goods.  Its  possession  en- 
ables the  inspector  to  devote  his  whole  time  to  the  exami- 
nation of  the  goods,  whereas,  this  duty  becomes  much 
clouded  and  in  many  instances. of  secondary  importance  if 
he  must  at  the  same  time  perform  the  clerical  work  of  en- 
tering the  details  of  the  goods  in  a  blotter  as  he  receives 
and  inspects  them.* 

The  value  of  the  invoice  to  the  inspector  renders  it  im- 
portant that  it  should  reach  him  at  least  as  soon  as  the 
goods;  no  delay  should  occur  in  forwarding  it.  It  should  be 
made  on  or  before  the  loading  of  the  goods  for  shipment, 
and  should  be  sent  forward  forthwith  by  passenger  train. 
Its  receipt  by  the  consignee  is  thus  assured  simultaneously 


*  A  receiving  book  may  also  be  used  and  is  in  many  cases.     It  fa- 
cilitates the  designation  of  particular  lots  received  from  teamsters,  etc. 
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with  or  before  the  arrival  of  the  goodB.  In  the  event  the 
invoice  is  not  received  in  time  for  use  in  receiving  and  in- 
specting the  material,  the  details  of  the  latter  should  be 
entered  in  the  blotter  and  Material  Book,  and  a  note  thereof 
inserted  on  the  requisition  record  as  pointed  out 

To  facilitate  the  receipt  of  material  at  points  away  from 
storehouses,  the  original  invoice  should  be  sent  to  the  place 
where  the  material  is  to  be  delivered,  so  that  it  may  be  used 
in  inspecting  and  receiving,  as  in  other  cases.  A  duplicate 
should  be  sent  to  the  storekeeper  against  whom  the  ma- 
terial is  to  be  charged.  When  the  original  is  thus  forwarded 
for  use  in  inspecting,  there  will  be  no  necessity  for  a  memo- 
randum book  being  kept  at  the  point  of  delivery.  It  must 
be  impressed  upon  the  foremen  and  others  receiving  ma- 
terial under  the  circumstances  named,  that  the  utmost  care 
must  be  observed  in  inspecting  and  counting,  as  imposition 
is  much  more  likely  to  be  practiced  under  such  circum- 
stances than  in  other  cases. 

While  material  must  be  personally  inspected  in  every 
instance,  it  is  only  by  comparisons  frequently,  that  its  na- 
ture can  be  determined.  The  method  of  comparison  is  sug- 
gested by  the  article.  Thus,  different  varnishes  and  paints 
may  be  placed  side  by  side  on  the  same  structure.  Such 
comparisons  are  simple  and  effective.  There  can  be  no  es- 
cape from  their  conclusions. 

Each  day  the  work  of  inspecting  railway  supplies  is  be- 
ing simplified  by  the  use  of  laboratories  and  other  devices. 
They  not  only  prevent  imposition  being  practiced,  but  re- 
lieve operating  officials  of  much  mechanical  work  that  at 
one  time  devolved  upon  them.  In  the  early  history  of  rail- 
ways, superintendents  and  others  were  called  upon  con- 
tinually to  decide  scientific  questions  without  preparatory 
knowledge.  It  is  needless  to  say  that  their  decisions  were 
uncertain  and  unsatisfactory.  The  organization  of  testing 
laboratories  has  measurably  relieved  them.  Speaking  of  the 
duties  and  value  of  this  new  departure,  a  committee  of  mas- 
ter mechanics,  selected  to  consider  the  subject,  says:* 

"The  organization  and  conduct  of  a  laboratory  for  testing 
material  is  one  of  the  most  delicate  specialties  connected 
with  railway  work,  and  it  is  possibly  owing  to  this  fact  that 
the  growth  of  the  testing  department  idea  has  been  slow. 
The  degree  of  benefit  to  be  derived  from  the  department  de- 
pends directly  upon  the  ability  both  in  theory  and  practice 
of  the  men  put  in  charge.  Since  the  investigations  required 
are  both  chemical  and  physical,  scientific  and  practical,  it 
will  be  seen  that  the  chief  must  be  somewhat  versed  in  all 


*  Committee  of  Master  Mechanics'  ABsociation,  composed  of  Messrs. 
George  Qibbs,  David  L.  Barnes,  George  W.  West  and  U  S.  Randolph. 
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these  branches.  It  is  not  desirable  that  he  should  be  a 
specialist,  but  rather  a  man  with  good  theoretical  and  prac- 
tical education,  trained  to  accurate  reasoning  and  of  sound 
judgment;  he  should  have  had  broad  experience  and  be  able 
to  generalize  from  the  reports  of  his  subordinates  in  such 
a  shape  that  his  statements  will  relieve  his  superior  officers 
from  the  necessity  of  going  into  details.  He  must  be  able  to 
plan  methods  of  testing  and  experimenting  and  see  that  they 
are  properly  carried  out.  .  .  Much  valuable  time  has  been 
frittered  away  in  testing  laboratories  by  the  practice  of  tak- 
ing up  work  which  would,  of  necessity,  not  give  satisfactory 
practical  results,  or  which,  when  obtained,  are  insignificant 
in  value  to  that  of  the  time  wasted  in  arriving  at  them. 
...  A  list  of  the  subjects  which  can,  in  our  opinion, 
be  profitably  undertaken  and  which  will  produce  results 
of  practical  value,  embraces:  First,  routine — physical  and 
chemical  work;  testing  shipments  of  material  kept  in  stock 
and  bought  under  definite  requirements;  second,  special 
work — such  as  tests  of  the  efficiency  of  machines,  fuels,  im- 
provements in  mechanical  construction  and  patented  devices 
(whether  conducted  on  the  road  in  actual  trial  or  in  labora- 
tory); trials  of  water  purification;  tie  preservation  methods, 
and  others.  In  the  field  of  'special  work'  are  embraced  those 
subjects  which  admit  of  professional  opinion  without  actual 
experiment,  and  for  such  the  experts  connected  with  the 
department  draw  upon  their  knowledge  of  the  engineering 
practice  of  the  day.  .  .  .  The  first  matter  of  importance 
which  will  engage  the  attention  of  the  head  of  such  a  de- 
partment is  establishing  standard  specifications  for  material 
bought  regularly  and  in  quantity.  It  is  a  matter  requiring 
the  greatest  delicacy  and  knowledge  of  all  conditions  in  the 
use  as  well  as  the  manufacture  and  market  from  which  the 
supplies  are  drawn.  .  .  .  The  first  aim  in  framing  spe- 
cifications should  be  to  obtain  completely  the  requisite 
standard  for  quality,  neither  more  nor  less,  and  in  so  doing 
to  encroach  as  little  as  possible  upon  the  freedom  of  the 
purchasing  department  in  obtaining  as  wide  a  market  as 
practicable  to  buy  in.  ...  A  careful  study  of  the  method 
of  manufacture  of  a  material  will  often  suggest  some  simple 
means  of  compelling  adherence  to  the  best  methods.  After 
establishing  the  requirements  thought  necessary,  the  views 
of  the  purchasing  agent  and  the  leading  manufacturers 
should  be  obtained  as  to  their  practicability  and  infiuence 
upon  market  supply.  A  standard  specification  should  in  no 
sense  be  considered  final,  but  must  be  subject  to  alteration 
from  time  to  time,  as  the  market  supply  varies  and  as  serv- 
ice reveals  weak  points.  In  receiving  materials  bought  under 
specifications,  samples  must  be  taken  representing  a  certain 
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definite  percentage  of  Bhipment  and  acceptance  made  subject 
to  sample  under  test.  This  percentage  taken  will  vary  with' 
the  nature  of  the  material  and  a  consideration  of  the  chances 
of  error  introduced.  In  buying  under  specihcations,  the  pur- 
chasing  agent  should  maintain  a  close  consulting  relation 
with  the  testing  department  as  to  the  uniformity  and  relia- 
bility of  the  material  from  different  manufacturers.  The 
head  of  such  a  department,  keeping  a  close  watch  of  th« 
material  under  test  and  under  all  conditions  of  manufacture 
and  use,  should  be  able  to  draw  valuable  conclusions,  to  be 
obtained  in  no  other  way.  The  relations  between  the  pur- 
chasing and  testing  (inspecting)  departments  of  a  railroad 
should  be  close  and  cordial." 

The  practices  of  English  railways  in  regard  to  handling 
supplies  are  generally  the  same  as  in  the  United  States.  An 
officer  known  as  the  general  stores  superintendent  ascertains 
the  wants  of  the  service  and  the  best  channels  of  supply.  He 
negotiates  the  purchase  of  material  and  fuel;  also  the  sale 
of  old  material.  The  terms  and  conditions  of  purchase  or 
sale  are  submitted  by  him  to  a  committee  of  the  board  of 
directors  for  its  decision.  When  it  approves  the  pur- 
chase or  sale  of  material,  he  Issues  the  order  and  sees  that 
contracts  are  observed.  Coal,  coke  and  other  supplies,  not 
subject  to  frequent  fluct*mtions  in  price,  are  bought  under 
contract.  For  convenience  of  storage  and  distribution,  the 
material  department  is  divided  Into  four  or  more  principal 
sections,  namely,  locomotive  and  carriage,  traffic  department, 
way  and  works  department,  and  stationery.  The  sections  are 
further  subdivided  when  necessary.  When  material  Is  re- 
ceived it  is  carefully  inspected  by  examiners  as  to  condition, 
quality  and  price.  It  is  then  ticketed-.  The  tickets  show 
description  of  goods,  from  whom  receivea^wd  price;  the  lat- 
ter is  in  cipher.  ^'.     \   '■■ 
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CARB  AND  USB  OF  ROAD  MATBRIAL. 

Much  of  the  material  of  a  railroad  lies  scattered  along  its 
track,  away  from  the  observation  and  care  of  storekeepers. 
It  is  always  more  or  less  of  an  unknown  quantity.  Its  super- 
\ision  and  custody  must  be  intrusted  wholly  to  others;  to 
men  having,  to  them,  more  important  duties  to  perform.  Of 
this  kind  of  material,  that  used  in  the  track  is  the  first  I  will 
notice. 

The  supplies  required  for  the  repair  and  maintenance  of 
track  are  ordered  by  the  various  section  foremen.  These 
orders  are  sent  to  the  Inspector  or  roadmaster  and  by  him 
forwarded  to  the  officer  agreed  upon,  who  further  passes  upon 
them. 

The  limited  facilities  section  foremen  have  for  storing 
material  renders  it  especially  desirable  to  restrict  the  amount 
as  much  as  possible.  They  need  enough  to  meet  current 
wants  and  extraordinary  emergencies.  They  should,  how- 
ever, not  carry  over  a  month's  supply,  and  in  many  cases 
their  stock  may  be  replenished  oftener  than  this. 

Track  supplies  should  be  kept,  with  other  material,  at  a 
central  storehouse,  and  should  be  sent  from  thence  to  the  sec- 
tions as  needed.  There  is  no  necessity  for  a  separate  supply 
depot  for  track  or  other  material.* 

The  greater  the  concentration,  the  less  the  cost  of  han- 
dling, the  greater  the  intelligence  in  disbursing,  and  the  less 
the  stock  required  to  be  carried. 

Undue  multiplication  of  storehouses  should  be  carefully 
avoided. 

Storehouaes.  are  required  at  the  various  centers  where 
equipment  and  tools  are  repaired,  but  there  is  no  necessity 
for  more  than  one  storehouse  or  one  storekeeper  at  auy  par- 
ticular point.  If  the  storekeeper  performs  his  duties,  orders 
upon  him  will  be  filled  with  the  same  intelligence  and 
promptness  that  they  would  if  made  upon  a  subordinate 
immediately  responsible  to  the  person  ordering.  If  he 
does   not    so    fill    them,     he    is    unfit.     The     remedy     lies 

'■'     '*  V  -   '  "" 

*  In  construction  work>  or'  wnere  special  gangs  are  employed, 
the  person  in  charge  should  be  held  responsible  for  the  return  to  the 
9tortiKnise  of  all  tools  such  as  tamping  and  lining  bars.  etc.  Hie  fact 
that  they  'are  in  use  does  not  mean  that  they  will  be  worthless  when 
the  work  in  hand  is  completed. 
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in  his  dismissal  or  admonition;  not  in  the  creation  of 
another  storehouse.  It  is  just  as  proper  to  have  two  super- 
intendents for  a  division,  or  two  master  mechanics  at  a  shop, 
as  to  have  two  storekeepers  at  the  same  place.  If  there  is 
more  than  one  storehouse,  one  storekeeper  should  take 
charge  of  the  whole,  the  others  acting  in  subordination  to 
him.  Such  concentration  will  permit  the  full  utilization  of 
the  force,  and  such  concert  of  action  in  regard  to  the  stock 
carried  as  to  prevent  unnecessary  accumulations. 

Material  forwarded  to  a  track  section  should  be  charged 
thereto,  the  same  as  if  it  were  a  storehouse.  The  store- 
keeper who  has  general  charge  of  track  supplies  in  the  hands 
of  foremen  should  open  an  account  with  each  section;  the 
debit  to  all  the  sections  will  make  the  total  amount  of 
material  charged  against  him  on  the  general  books. 

Foremen  of  sections  should  acknowledge  the  receipt  of 
material  and  make  returns  the  same  as  other  storekeepers; 
their  returns  should  exhibit  the  amount  received,  amount 
used,  for  what' purpose  and  amount  on  hand.  Such  a  system 
of  returns  is  easy  to  maintain.  It  renders  a  thorough  super- 
vision of  track  supplies  possible. 

The  disposition  of  those  in  charge  of  track  to  order  more 
material  than  is  needed  is  not  greater  than  in  other  depart- 
ments of  the  service.  Nevertheless,  economy  will  be  in- 
creased by  careful  scrutiny  of  requisitions  and  returns. 

The  exigencies  of  the  track  department  require  that  each 
section  should  be  supplied  with  such  tools  and  supplies  as 
are  necessary  to  meet  ordinary  and  extraordinary  emergen- 
cies; common  repairs  and  renewals,  and  the  exigencies  of 
storms  and  accidents.  This  necessitates  certain  flexibility  not 
necessary  elsewhere.  But  the  disposition  to  exaggerate,  with- 
out knowing  it,  the  wants  that  these  special  emergencies  give 
rise  to,  will  be  apparent  and  must  be  met  by  attentive  and 
careful  oversight. 

Track  material  requires  to  be  constantly  looked  after. 
Tools  and  supplies  of  all  kinds  must  be  so  guarded  as  to  pre- 
vent loss,  misappropriation  or  damage.  Old  material,  except 
rails,  should  be  collected  daily  and  stored  in  some  convenient 
and  safe  place. 

More  or  less  loss  is  suffered,  in  the  majority  of  instances, 
because  of  lack  of  storage  facilities.  In  some  cases  no  pro- 
vision whatever  is  made.  In  others,  proper  use  is  not  made 
of  the  facilities  provided.  Care  is  not  taken  to  store  new 
material,  and  old  material,  instead  of  being  collected,  lies 
scattered  along  the  line.  Economy  and  efilciency  require 
that  wherever  storage  facilities  are  lacking,  *.he  evil  should 
be  corrected  so  far  as  possible,  and  where  they  are  provided, 
that  due  use  should  be  made  of  them. 
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It  ia  not  necessary  to  refer  to  the  inspection  of  track 
material  here.  It  requires  the  services  of  experts,  and  in 
order  to  enforce  responsibility  on  the  part  of  sellers,  much 
of  the  material  must  be  watched  long  after  it  is  put  in  the 
track.  "The  inspection  of  track  materials  is  important; 
angle  bars,  by  reason  of  worn  rolls,  will  come  in  such  shape 
that  they  cannot  be  fitted  to  the  rail;  rails  will  be  defective; 
track  bolts  will  fall  short  of  the  required  length,  and  split 
bolts  will  have  only  the  semblance  of  a  split  and  will,  con- 
sequently, be  unfit  for  use.  Track  material  needs  a  good  deal 
of  careful  watching  if  a  company  expects  to  get  what  it  pays 
for  and  receive  what  it  wants."* 

To  simplify  the  ordering  of  material  by  track  foremen, 
they  should  be  supplied  with  a  printed  list  of  the  articles 
they  use,  so  that  all  they  need  do  will  be  to  enter  the  quan- 
tity opposite  the  article.  The  point  to  be  aimed  at  in  track 
accounts  is  to  reduce  the  clerical  labor  of  section  foremen  to 
the  minimum.    This  can  be  done  by  using  printed  forms. 

Many  of  the  conditions  that  attach  to  the  custody  and  use 
of  track  material  apply  to  supplies  for  bridges,  culverts, 
fences,  and  buildings. 

They  are  so  widely  scattered  as  to  render  it  exceedingly 
diiBcult  for  the  storekeeper  to  locate  their  whereabouts  dr 
ascertain  the  uses  to  which  they  are  put.  He  is  aided  in  this 
by  returns  from  foremen  and  others. 

His  labors  will  be  facilitated  by  opening  a  separate  ac- 
count with  each  lot  of  material  located  along  the  line.  This 
will  require  that  he  should  have  almost  as  many  accounts  on 
his  books  as  the  storekeeper  in  charge  of  the  track  supplies 
of  a  division. 

The  returns  rendered  him  by  foremen,  while  not  as  accu- 
rate as  could  be  wished,  will  afFord  him  the  information  he 
requires,  and  if  lacking  will  give  him  a  hint  of  what  is  going 
on,  so  that  he  may  make  disposition  accordingly. 

Among  other  embarrassments,  he  will  experience  one  com« 
mon  to  every  department  of  the  service,  namely,  difficulty  in 
securing  accurate  information  of  the  disposition  of  material 
left  over  after  the  completion  of  work  in  progress.  This  is  a 
most  prolific  source  of  error  in  railway  accounting. 

Material  ordered  for  the  construction  or  repair  of  struc- 
tures is  always  in  excess  of  the  amount  needed.  The  amount 
of  the  surplus  and  its  disposition  the  storekeeper  must  know 
in  order  to  keep  his  books  accurately.  But  his  necessities  will 
not  be  regarded  by  those  who  carry  on  the  work;  and  unless 
he  is  constant  and  minute  in  his  inquiries,  the  information 
will  escape  him.  The  omission  may  not  involve  actual  loss  to 
a  company,  but  it  will  involve  irregularity  in  accounting,  and 


*  Writer  on  track  inspection. 
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invites  extravagance  and  irresponsible  practices.  Moreover,  if 
not  reported,  one  account  will  be  debited  with  more  than  it 
should,  and  another  will  be  charged  with  less  than  it  should, 
.  if  no  greater  harm  ensues.  This  is  an  evil  in  itself,  as  respon- 
sibility cannot  be  enforced  where  cost  is  unknown. 

The  difficulty  of  protecting  supplies  used  in  connection 
with  buildings,  bridges  and  similar  structures  is  too  apparent 
to  need  reference  here.  The  utmost  protection  possible  to 
afford  is  more  or  less  imperfect.  However,  care  will  be  more 
likely  to  be  exercised  if  the  facts  are  kept  before  the  eyes  of 
those  responsible;  if  an  accurate  account  is  kept  of  each  lot  or 
article  of  material  scattered  along  the  line,  no  matter  where 
located  or  how  trifling  its  value  or  importance.  It  will  serve 
as  a  constant  reminder,  and  will  prevent  material  being  over- 
looked or  forgotten.  This  is  about  all  the  storekeeper  can  do. 
He  should  require  frequent  returns  from  foremen  and  others 
of  each  lot  of  material,  giving  location,  condition,  quantity, 
value,  proposed  use,  etc. 


CHAPTER  IX. 

TRACK  ACCOUNTS  AND  RETURNS. 

In  reference  to  the  Material  and  Labor  Accounts  and  Re- 
turns of  section  foremen  and  others  having  to  do  with  the 
track,  it  is  to  be  said  that  there  are  no  accounts  or  returns 
connected  with  railroads  so  difficult  to  formulate  satisfactorily 
as  these.  Not  that  the  men  in  charge  lack  knowledge  of  their 
work  or  laudable  desire  to  please— to  perform  their  whole  duty 
to  the  company  and  to  themselves — but  because  they  have  not 
the  clerical  skill  nor  the  facilities  for  performing  such  duties. 
They  have  no  offices,  no  desks,. often  not  even  pen  and  ink. 
Nor  is  their  inclination  along  such  lines.  The  consequence  is, 
if  they  have  elaborate  reports  to  make — as  is  the  case  on  some 
roads — they  must  go  to  the  station  agent  for  clerical  help;  or, 
in  many  cases,  the  foreman  must  get  his  wife  or  sons  and 
daughters  to  aid  him.  The  writing  and  figuring  is  compli- 
cated and  delicate  and  he  has  neither  the  acquirements  nor  the 
time  to  spare. 

It  results  from  these  difficulties  that  surround  the  situa- 
tion, that  oftentimes  there  is  practically  no  efFort  made  by 
railroads  to  secure  accurate  returns  in  regard  to  track  labor 
or  material.  This  because  the  railroads  in  question  do  not 
believe  it  practicable  to  keep  trustworthy  accounts  of  track 
work  or  the  different  articles  of  material  that  the  section  fore- 
man handles  from  day  to  day  and  month  to  month — including 
material  and  scrap  received,  used,  shipped  away  and  on  hand. 
The  result  is  the  companies  practically  charge  the  material 
direct  to  the  various  operating,  construction  and  other  ac- 
counts as  fast  as  it  is  sent  to  the  section. 

And  of  the  labor  performed,  little  or  no  subdivision  Is 
attempted;  the  whole  being  charged  to  particular  accounts  In 
gross. 

Such  imperfect  and  extravagant  methods  are,  of  course, 
objectionable  because  the  outlay  for  labor  is  great,  and  the 
value  of  the  material  in  the  hands  of  section  foremen  enor- 
mous. So  great  as  to  require  that  it  should  be  accurately 
accounted  for,  and  should  not  be  charged  to  construction  or 
operation  except  as  It  is  actually  accounted  for;  any  more 
than  material  in  the  general  storehouse,  or  other  outlays  of  a 
company  should  be  charged  without  knowing  the  facts. 
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And  In  the  case-  of  labor,  what  each  man  has  been  doins 
from  day  to  day  should  be  shown,  for  in  no  other  way  can 
intelligent  account  be  kept  of  cost     • 

The  difficulty  is  to  devise  a  system  of  Forms  for  section 
foremen  for  handling  labor  and  material  accounts  that  is 
within  their  clerical  facilities;  that  will  yet  give — in  the  case 
of  material — an  accurate  account  of  supplies  received,  ac- 
quired, on  hand,  shipped  and  used  (and  for  what  used);  that 
will  afFord  the  accounting  officers  at  headquarters  sufficient 
information  for  compiling  their  accounts  and  writing  up  the 
books.  These  records  and  forms  must  be  so  easily  under- 
stood that  any  foreman  who  reads  and  writes  can  understand 
them  and  fill  them  up  properly  and  easily;  they  must  also  be 
so  thorough  that  they  will  take  up  the  material  in  its  appro- 
priate place  without  omission,  or  confusing  or  intermingling 
distinct  accounts;  they  must  be  so  conclusive  that  those  at 
headquarters  (including  the  operating  officials)  will  be  able 
to  ascertain  the  particulars  of  each  account,  and  such  other 
information  in  regard  to  supplies  acquired  (no  matter  how), 
on  hand,  shipped  and  used  as  is  necessary  to  a  clear  under- 
standing of  the  situation. 

Thus,  if  a  section  foreman  orders  material,  the  official 
whose  duty  it  is  to  pass  upon  the  same,  must  be  able  to  deter- 
mine from  the  returns  on  file — made  by  the  section  foreman — 
whether  he  needs  such  material  or  not;  whether  he  has  not 
material  that  can  be  made  to  answer  the  purpose  required. 
And,  if  not,  whether  other  section  foremen  have  not  a  surplus 
that  can  be  diverted  to  cover  the  requisition  in  question.  And 
so  in  regard  to  unused  material  and  scrap  on  hand;  the 
record  of  such  material  must  be  so  full  and  explicit 
that  those  supervising  the  work  at  headquarters  will  be  able 
to  know  from  each  section  foreman's  return  whether  he  is 
keeping  his  section  free  from  the  accumulation  of  scrap  and 
other  surplus  and  unneeded  material. 

And  in  reference  to  material  charged  to  various  accounts, 
the  return  must  be  specific,  item  by  item,  so  that  each  dis- 
bursement can  be  properly  scrutinized  and  accounted  for. 

All  these  things,  to  be  satisfactorily  accomplished,  require 
accuracy  in  the  returns,  and  to  secure  that,  the  clerical  work 
of  the  foreman  must  be  of  the  simplest  nature. 

Now,  how  can  forms  be  devised  and  arranged  so  as  to  do 
this;  so  as  to  enable  the  section  foreman  to  sit  down  in  his 
tool-house  and  write  up  the  returns  accurately,  intelligently 
and  fully?  To  meet  this  requirement  (so  absolutely  neces- 
sary in  connection  with  track  accounts)  more  or  less  effort 
has  been  exercised  on  every  railroad.  But  yet  without  accom- 
plishing fully  what  is  needed  without  going  outside  of  the  sec- 
tion foremen;  without  seeking  clerical  assistance  elsewhere. 
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Either  no  returns  of  a  substantial  nature  have  been  required 
by  railroads  of  section  foremen;  or,  going  to  the  other 
extreme,  the  returns  have  been  made  so  elaborate  that  a  clerk 
must  be  kept,  or  outside  aid  sought  to  write  them  up  from  day 
to  day  or  month  to  month. 

To  meet  the  practical  requirements  of  the  situation  (re- 
quirements that  the  vast  cost  of  track  expenditure  justifies 
and  imperatively  demands)  something  at  once  simple,  full  and 
comprehensive  is  needed.  And  it  is  this  requirement  that  the 
forms  illustrated  in  this  volume  are  intenaed  in  a  measure 
to  supply.*  They  are  so  easily  understoou  and  so  simple,  that 
a  section  foreman  can  fill  them  up  without  difficulty,  with  a 
lead  pencil;  and  this  in  so  short  a  period  of  time  each  day  as 
not  to  interfere  perceptibly  with  his  other  and  more  important 
duties.  And  what  is  desirable  (for  writing  up  the  books)  they 
will  afford  the  accountants  at  headquarters  and  elsewhere  the 
information  they  require  in  order  to  prepare  the  necessary 
entries  for  the  general  ledger  and  other  records,  viz.:  the 
value  of  material  on  hand  and  the  cost  of  material  and  labor 
expended,  and  to  what  it  should  be  charged,  etc.  More- 
over, those  interested  will  be  able  to  ascertain  from  the 
returns  just  what  articles  of  material  are  on  hand,  new, 
usable,  or  scrap,  and  their  value.  It  will  also  be  seen  from 
the  returns  what  material  the  section  foreman  received  during 
the  month,  so  that  he  may  be  charged  therewith;  what  he  has 
acquired  in  the  way  of  accumulated  scrap  or  otherwise,  on  his 
own  section  or  from  abroad,  so  that  he  may  be  charged  with 
the  value  thereof.  Also  what  he  has  sent  to  other  sections, 
storehouses  or  elsewhere. 

In  fact,  these  forms  are  designed  to  afford  every  species  of 
information  that  is  necessary  to  enable  officials  at  headquar- 
ters to  keep  track  of  the  material  on  the  various  divisions  of  a 
road.  The  blanks  are  to  the  point,  avoiding  every  species  of 
work  that  can  be  saved  the  foreman,  and  yet  embodying  the 
information  needed  at  headquarters,  the  wbole  compiled  in  so 
simple  and  direct  a  form  that  the  section  foreman  cannot  go 
astray. 

The  object  sought  is  to  require  of  the  section  foreman  only 
essential  things,  and  leave  it  to  the  accounting  officials  and 
others  at  headquarters  to  finish  the  record  and  figure  the  cost 
and  other  details  for  entry  on  the  books  of  a  company. 

It  is  to  be  remembered  in  this  connection  that  if  section 
foremen  could  be  provided  with  desks  and  writing  facilities, 
and  possess  sufficient  clerical  ability  to  compile  the  returus 
fully,  it  would  be  an  extravagant  waste  to  require  such  work 
of  them,  for  their  place  is  on  the  line  of  the  road  with  their 
men,  just  as  the  place  of  the  conductor  is  on  his  train. 

*  Appendix  C  and  Form  41,  Appendix  D. 
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In  reference  to  the  articles  of  material  inserted  in  the 
returns  given — ^they  are  merely  conventional.  Each  company 
can  insert  such  articles  as  its  particular  need  demands. 


In  regard  to  handling  the  labor  accounts  for  work  per- 
formed by  section  foremen  and  others,  there  has  been  great 
difficulty  experienced,  not  only  in  accurately  ascertaining  how 
much  time  each  man  works,  but  the  class  of  work  he  has  been 
engaged  upon.  The  form  of  the  track  time  book 
-very  clearly  shows  both.**  It  has  been  in  use  many  years, 
but  has  been  amended  from  time  to  time,  as  experience  and 
new  things  suggested  Improvement.  The  main  point  in  con- 
nection with  it  —  as  in  the  case  of  material  —  is  that  every 
section  foreman  can  keep  the  account  of  work  performed,  and 
what  it  was  performed  on,  with  ease  and  little  labor,  leaving 
It  to  the  accountants  at  headquarters  to  determine  the  cost 
and  sum  up  the  total. 

By  reference  to  this  time  book  it  will  be  seen  that  the  labor 
of  section  men  can  be  apportioned  to  all  the  various  operating, 
construction  and  other  accounts  that  come  within  the  com- 
pass of  their  duties  and  this  with  such  facility  that  any 
section  foreman  can  perform  the  clerical  work  accurately,  and 
with  so  little  time  that  it  will  take  nothing  practically  from 
his  daily  duties.  Thus,  when  the  day  is  over,  he  will  enter 
opposite  the  name  of  each  man  the  total  number  of  hours  he 
has  worked,  and  opposite  that,  under  appropriate  columns 
provided  therefor,  how  many  hours  are  chargeable  to  each  of 
the  various  operating,  construction  or  other  accounts  upon 
which  the  man  has  been  engaged.  Nothing  could  be  more 
simple  or  more  comprehensive. 

In  this  way  the  same  easy  and  yet  comprehensive  method 
of  accounting  is  accomplished  in  connection  with  l^bor  that  is 
provided '  elsewhere  herein  for  keeping  account  dt  material. 
There  is  nothing  for  the  section  foremen  to  do,  in  either  case, 
except  to  note  the  quantities  in  the  places  provided.  Or,  if 
there  are  exceptions,  they  are  slight  and  unimportant. 

In  regard  to  the  track  time  book,  it  will  be  noticed  that 
it  affords  the  data  necessary  for  making  the  pay-roll  at  head- 
quarters and  writing  up  the  books;  Just  as  the  material  re- 
turns afford  the  data  required  there  for  writing  up  the  rec- 
ords and  general  books  of  a  company. 


In  addition  to  the  material  and  labor  returns  that  section 
foremen  must  make,  other  returns  that  the  exigencies  of  the 
service  require  from  them  are  also  shown  elsewhere  herein 


•  Form  41,  Appendix  D. 
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for  the  Information  of  those  interested  in  such  matters.  These 
returns  are  intended  to  utilize  the  knowledge  of  section  fore- 
men in  the  current  operations  of  a  road. 

Of  the  need  and  great  value  to  a  railway  company  of  accu- 
rate statistics  showing  the  compa)rative  cost  per  mile  of  track 
for  material  and  labor  on  different  divisions  and  subdivisions 
there  can  be  no  manner  of  doubt.  In  furtherance  of  this,  so 
far  as  labor  is  concerned,  the  table  de'^ignated  "Monthly  com- 
pilation of  expenditures  for  track  labor,  for  the  information  of 
operating  officers,"  has  been  prepared  especially  to  meet  this 
requirement.*  By  turning  to  it  the  reader  will  be  able  to 
understand  its  purpose  more  clearly  than  I  can  explain  it  here. 
Its  greatest  value,  however,  is  in  this,  that  it  shows  the  rela- 
tive cost  per  mile  —  and  otherwise  —  for  such  subdivisions  of 
a  road  as  the  management  thereof  may  elect.  Indeed,  the  cost 
on  each  section  may  be  shown  side  by  side  if  it  is  desired  to 
be  minute.  From  the  information  thus  gleaned  the  manage- 
ment is  able  to  see  who  operates  his  section,  subdivision,  or 
division  with  the  least  outlay,  and  wherein  the  economy  is 
exercised— a  thing  all  important. 

Statistics  of  a  comparative  nature,  along  the  same  lines,  are 
useful  in  connection  with  track  material;  and  more  especially 
the  tools  and  appliances  used.  Such  statistics  should  show  the 
number  of  tools  and.  appliances  of  each  kind  used  on  each  sec- 
tion or  division,  and  the  average  expenditure  in  this  direction 
per  mile  of  road  on  each  section  or  division. 

*  Form  83s  Appendix  D. 


CHAPTER  X. 

INSPECTION.   CARE   AND  USE   OP  OILS  AND   SIMILAR 
SUPPLIES. 

The  losses  railway  companies  have  suffered  from  neglect 
to  provide  adequate  facilities  for  handling  material  have  no- 
where been  so  marked  as  in  connection  with  the  use  of  oils. 
Wherever  facilities  are  inadequate,  the  loss  is  constant  and 
out  of  all  proportion  to  the  cost  of  correction.  This  fact  is  as 
apparent  to  the  passer-by  as  it  is  to  experts.  The  losses  rail* 
road  companies  have  suffered  in  this  direction  would  afford  a 
large  dividend  on  their  share  capital. 

In  nothing  was  the  inefficiency  of  civil  engineers  and  mana- 
gers so  conspicuous  in  the  early  history  of  railroads  as  in 
their  neglect  to  provide  storage  and  other  facilities  for  oils, 
paints  and  kindred  supplies. 

The  practice  of  allowing  oil  to  stand  in  barrels  in  the  open 
air  until  used  was  general.  About  these  receptacles  the  earth 
was  sodden,  while  the  air  was  laden  with  offensive  odors. 
Annual  losses  were  greater  than  the  total  cost  of  providing 
permanent,  ample  and  secure  accommodation  would  have 
been.  The  neglect  arose  partly  from  the  fact  that  railroads 
did  not  originally  contemplate  the  use  of  oils  in  the  shape  and 
to  the  extent  that  they  subsequently  employed  them.  Absence 
of  provision  in  the  first  instance  led  to  neglect  to  provide  for 
it  after  the  want  was  known.  Conditions  have,  however, 
changed  somewhat  in  this  respect  Wherever  neglect  to  pro- 
vide facilities  still  exists,  it  is  either  an  oversight  or  the  mat- 
ter is  held  in  abeyance,  awaiting  other  developments.  Never- 
theless the  waste  is  going  on  and  is  as  much  a  loss  as  if  the 
company  interested  were  to  take  gold  out  of  its  vaults  and 
throw  it  into  the  sea. 

Facilities  should  be  provided  for  oils  that  will  prevent  leak- 
age or  evaporation.  Where  justifiable,  a  separate  fire-proof 
building  should  be  provided  for  storing.  Tanks  in  which  oil 
is  kept  should  be  situated  so  that  they  may  be  easily  and 
quickly  filled  and  the  risk  from  exposure  reduced.  If  the 
quantity  used  does  not  justify  a  large  reservoir,  small  tanks 
conveniently  located  in  the  storehouse  or  in  an  adjoining 
apartment  may  be  used. 

Oil  should  be  unloaded  without  delay.  If  facilities  are  lack- 
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ing  and  it  must  be  stored   in  barrels,  they  should  be  kept 
moist,  especially  those  containing  kerosene. 

Under  no  circumstances  should  oil  be  left  in  barrels  ex- 
posed to  the  sun.  The  most  meager  accommodation  is  better 
than  this,  and  the  small  expense  that  a  rude  shed  involves  can- 
not excuse  neglect  to  provide  it. 

Where  facilities  are  inadequate,  the  supply  of  oil  should  be 
reduced  to  the  minimum;  where  adequate,  it  id  probable  a 
month's  supply  at  least  may  be  kept  on  hand  to  advantage. 

The  cost  of  oil  is  great  or  small,  relatively,  according  to  the 
intelligence  and  care  exercised,  first,  in  buying;  second,  in 
storing;  third,  in  disbursing,  and  fourth,  in  using.  Much  care- 
ful thought  has  been  given  the  last.  However,  notwithstand- 
ing this,  the  ties  and  roadbed  of  many  lines  are  black  with  the 
oil  that  has  been  spilled  from  overloaded  Journal  boxes,  or 
because  of  careless  handling. 

The  saving  that  may  be  effected  by  the  economical  use  of 
oils  for  lubricating  and  lighting  is  much  greater  than  would 
be  supposed.  It  requires  constant  and  intelligent  effort.  It 
will  be  found  advantageous  in  this  connection  to  reward  those 
who  are  provident  and  admonish  those  who  are  not. 

Those  who  use  oils  are  required  to  be  conscientious.  They 
must  possess  experience  and  good  Judgment.  If  reckless  or 
lacking  in  discretion,  they  will  use  them  in  excess  lest  mishap 
occur.  They  will  use  a  quart  when  a  pint  would  do,  for  fear 
of  the  possibility  of  a  Journal  becoming  heated.  The  happy 
mean  is  the  least  quantity  that  will  answer  the  purpose  with- 
out risk. 

The  lack  of  uniformity  in  the  quantity  of  oil  necessary  to  be 
used  upon  different  machines  (generally  alike  or  of  identical 
pattern)  is  well  known  to  practical  machinists;  improper 
alignment,  defective  bearings  and  inferior  quality  of  metal  in- 
crease the  consumption  of  oil.  These  differences  lessen  the 
value  of  statements  exhibiting  the  comparative  use  of  oils  by 
machines  performing  the  same  kind  of  work,  and  require  to  be 
kept  constantly  in  mind. 

The  superior  utility  of  high  priced  oils  makes  them  univer- 
sal favorites.  The  determining  factor,  however,  all  things 
considered,  should  be  cost  Ease  in  handling,  or  convenience 
and  cleanliness,  while  important  factors,  should  be  held  sub- 
ordinate to  this. 

That  kind  of  oil  which,  all  things  considered,  is  the  cheap- 
est, is  the  kind  that  should  be  used. 

In  disbursing  oils  for  use  on  locomotives,  the  amount 
should  not  generally  exceed  the  requirements  of  a  round  trip. 
Stations  should  be  restricted  to  a  month's  supply;  local  depots 
for  lubricating  cars,  supply  trains,  etc.,  to  immediate  needs» 
not  exceeding  a  month's  supply  in  any  case. 
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The  less  the  stock  of  oil  carried  (without  transgressing  the 
limits  of  safety)  the  more  economical  its  use  and  the  less  the 
waste. 

Frequent  and  limited  dishursements  also  enable  the  store- 
keeper to  scrutinize  use  much  more  carefully  than  he  other- 
wise would.  Oils  are  not  so.  likely  to  be  used  to  kindle  fires 
and  for  other  extravagant  purposes  under  such  circumstances. 

The  economical  use  of  oils  should  be  encouraged  in  every 
way.  This  is  one  of  the  objects  of  locomotive  statistics. 
Among  other  valuable  information,  they  give  the  consumption 
per  mile  run,  and  while  this  is  dependent  upon  the  weather, 
the  load  and  the  engine,  still  they  afford  generally  a  valuable 
indication  of  the  relative  economy  exercised.*  Saving  may  be 
further  encouraged  by  daily  or  monthly  bulletins  showing 
those  who  are  careful  and  those  who  are  not.  Comparisons  of 
this  nature  should  be  published  promptly,  otherwise  they  lose 
their  interestt 

In  order  to  make  such  exhibits,  it  is  necessary  that  account 
should  be  kept  of  the  oil  each  employe  receives.  Upon  some 
roads  tickets  are  used  for  this  purpose;  different  tickets  being 
provided  for  different  quantities  and  kinds  of  oil.  When  a 
supply  of  oil  is  furnished,  a  ticket  representing  the  quantity 
is  left  with  the  storekeeper;  this  affords  the  basis  for  his 
charge.  Another  system  is  to  use  printed  slips  upon  which 
the  different  kinds  of  oil,  tallow,  waste  and  kindred  supplies 
are  printed  in  order.  The  quantity  that  the  person  receives 
is  entered  on  this  slip  opposite  the  kind  delivered  him. 

Foremen  should  be  required  to  approve  requisitions  for  oil. 
It  will  tend  to  prevent  extravagance  and  wastefulness.  They 
know  better  than  the  storekeeper  the  needs  of  the  service,  and 
if  they  perform  their  duty  intelligently,  instead  of  perfunc- 
torily, their  supervision  will  prove  highly  beneficial.  Such 
approval  is  not  possible  (and  perhaps  not  necessary)  with 
engineers,  and  may  be  dispensed  with.  The  slips  for  ordering 
oil,  referred  to,  are  also  adaptable  for  use  at  stations  and  else- 
where. 

The  best  manner  of  supplying  stations  and  buildings  with 
oil  is  an  interesting  question.  It  is  sometimes  furnished 
in  cans  sent  backward  and  forward  as  occasion  requires.  The 
loss  entailed  through  destruction  of  the  cans  and  the  spilling 
of  the  oil  is  constant  and  unavoidable.  A  feasible  substitute 
for  this  plan  is  much  to  be  desired.  One  method  is  to  ship  the 
oil  in  a  supply  car,  which  is  run  over  the  road  once  a  month, 
filling  the  cans  at  the  different  points  directly  from  the  tanks 


*  The  compilation  of  exhibits  and  statistics  along  this  line  is  treated 
of  at  length  in  the  volume  of  this  series  relating  to  Motive  Power. 

t  These  records  should  be  registered  from  month  to  month,  and 
form  a  part  of  each  engineer's  permanent  record. 
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in  the  car.  The  plan  is  practicable  and  economical.  It  saves 
the  expense  of  handling  and  transporting  cans  backward  and 
forward,  also  the  loss  of  oils  in  transit,  and  other  incidental 
expenses. 

The  storage  of  oil  should  be  carefully  looked  after.  No 
combustible  material  should  be  placed  near  it,  and  danger 
from  fire  should  be  carefully  guarded  against. 

The  person  immediately  in  charge  of  the  oil  supply,  in 
common  with  others  who  handle  such  material,  should  be 
subject  to  the  direction  of  the  storekeeper.  It  should  be  the 
duty  of  such  employes  to  fill  the  lamps,  lanterns,  torches,  etc., 
and  attend  generally  to  disbursements. 

The  proper  inspection  of  oils  cannot  be  explained  here.  It 
requires  thorough  acquaintanceship  with  the  nature  of  oils 
and  the  best  methods  of  testing.  In  some  cases  primary  tests 
are  conclusive;  in  others  they  are  not  Thus  kerosene  may  be 
accurately  tested,  while  valve,  car  and  engine  oils  must  be 
submitted  to  actual  use  to  determine  quality.  The  observation 
and  experience  of  the  men  who  use  the  oils  must  be  system- 
atically sought,  practical  experience  being,  here  as  else- 
where, superior  to  theoretical  demonstration  or  speculative 
knowledge.  A  practical  storekeeper,  speaking  of  the  manu- 
facture of  oils  and  their  inspection,  says: 

"Many  things  must  be  considered.  Thus,  the  quality  of 
lard  oil  must  be  determined  by  chemical  analysis;  it  is  only 
in  this  way  that  we  can  detect  when  it  contains  cotton  seed 
oil,  or  is  made  from  the  fat  of  hogs  that  have  died  of  disease, 
or  from  overcrowding;  its  burning  quality  depends  upon  its 
being  made  from  the  fat  of  healthy  hogs  killed  for  use; 
machine  oils  must  be  tested  by  actual  use  and  analysis,  the 
evidence  of  those  who  use  them  being  necessary  to  determine 
their  quality.  Oils  used  by  us,  except  car  and  engine  oils,  come 
in  barrels.  Car  and  engine  oils  come  in  tank  cars.  Car  oil  is 
not  to  be  distinguished  from  engine  oil  except  by  its  fiuidity, 
the  color,  weight  and  appearance  being  the  same.  On  the  receipt 
of  kerosene  oil,  a  sample  is  taken  and  tested  in  the  following 
manner:  We  heat  the  oil  in  an  open  cup  over  a  spirit  lamp, 
the  bulb  of  the  thermometer  being  submerged  in  the  oil;  after 
a  space  of  about  forty  minutes  a  lighted  taper  is  passed  over 
the  oil  to  ascertain  the  flashing  point,  and  again  afterward,  at 
a  higher  degree  of  temperature,  to  ascertain  at  what  degree  it 
will  burn.  If  it  ignites  at  a  lower  degree  than  it  should,  the 
shipment  is  returned;  we  consider  kerosene  good  only  when 
it  will  stand  the  fire  test  at  150  and  175  degrees.  Seal  oil  must 
stand  the  test  at  300  degrees.  We  draw  our  car  and  engine  oil 
from  the  tank  cars  into  large  vats  under  the  oil  house,  and 
pump  it  from  thence  by  stationary  engines  into  tanks  above, 
from  which  barrels  and  cans  are  filled  for  shipment  to  shops. 
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storehouses,  stations  and  elsewhere,  as  needed.  We  manu- 
facture our  signal  oil  from  lard  oil  and  kerosene  or  mineral 
seal  oil.  I  do  not  know  that  it  Is  cheaper,  but  we  are  more 
fully  assured  of  the  quality  when  we  make  it  ourselves.  We 
have  recently  adopted  the  practice  of  manufacturing  our  own 
valve  or  cylinder  oil;  whether  it  is  more  economical  to  man- 
ufacture than  to  purchase,  I  do  not  yet  feel  certain,  but  we 
are  better  assured  of  Its  quality;  it  is  manufactured  from 
tallow  oil  or  lard  oil,  with  an  equal  amount  of  oil  called 
,  cylinder  stock  The  latter  is  the  last  product  of  the  retort 
in  refining  crude  petroleum.  Tallow  oil  and  lard  oil  are  the 
liquid  product  of  crude  tallow  and  leaf  lard  respectively, 
pressed  at  a  cold  temperature;  valve  oil  is  made  by  placing 
the  two  in  a  tank  and  thoroughly  mixing  and  heating  them 
to  a  certain  degree  of  temperature  by  means  of  steam  coils 
placed  inside  of  the  tank.  In  making  signal  oil  for  winter 
use,  lard  oil  and  kerosene  are  used;  in  making  it  for  sum- 
mer use,  lard  oil  and  mineral  seal  (at  300  degrees  test)  are 
used." 

Great  progress  has  been  made  in  the  preparation  of  lubri- 
cants for  railroads.  The  process  of  manufacture  has  as- 
sumed the  importance  of  an  industry,  and  employs  extended 
laboratories  and  an  army  of  laborers,  instructors  and  in- 
spectors.* 

In  addition  to  the  chemical  tests  of  oil,  various  mechanical 
devices  have  been  invented  for  determining  comparative  ex- 
cellence. While  these  devices  measure  the  amount  of  friction 
and  wear  and  tear,  they  are  far  from  satisfactory,  results 
obtained  varying  greatly  under  apparently  similar  circum- 
stances. Thus  in  a  series  of  experiments,  ten  thousand  revo- 
lutions were  obtained  in  one  case,  while  in  another  sixty- 
four  thousand  were  obtained  with  the  same  lubricant,  the 
friction,  temperature  and  speed  being  apparently  the  same. 
"Practical  differences  of  durability  of  lubricants  depend  not 
on  any  differences  of  inherent  ability  to  resist  being  'worn 
out'  by  rubbing,  but  upon  the  rate  at  which  they  flow  through 
and  away  from  the  bearing  surfaces.  The  conditions  which 
control  this  flow  are  so  delicate  in  their  influence  that  all 
attempts  thus  far  made  to  measure  durability  of  lubricants 
may  be  said  to  have  failed  to  make  distinctions  of  lubricating 
value  having  any  practical  slgniflcance."t 


*  The  Instructors  are  engaged  in  explaining  the  best  method  of  us- 
ing lubrlctfhts,  while  the  inspectors  are  occupied  in  seeing  that  the  in- 
structions are  carried  out,  as  quite  as  much  depends  on  the  proper  use 
of  oils  as  on  their  quality.  Careful  statistics  are  also  kept  of  results; 
of  the  average  mileage  of  journals  and  such  other  data  as  may  be 
necessary  to  enable  railroad  companies  to  determine  the  kind  of  oil* 
all  thingp  considered,  that  la  the  most  economical  for  them  to  use. 

t  Professor  Denton. 
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In  further  reference  to  storage  houses  for  oil  for  local  use, 
Inexpensive  buildings  or  separate  rooms  are  sufficient,  a 
raised  shelf  or  platform  being  provided  on  which  the  barrels 
may  be  placed  and  tapped  when  tanks  are  not  provided.  If 
large  tanks  are  used,  provision  should  be  made  for  hoisting 
the  barrels  to  the  top  to  be  emptied.  Tin  receptacles  should 
be  used  for  catching  the  drippings  from  faucets.  Oil  storage 
houses  for  large  stocks  should  be  fireproof,  one  story  and  base- 
ment, the  tanks  being  placed  on  the  lower  floor.  The  second 
floor  should  be  on  a  level  with  the  floor  of  the  car.  Thus  a 
barrel  may  be  rolled  directly  over  the  tank  and  readily  emp- 
tied. Light  oil  shipped  in  tank  cars  may  be  withdrawn  with 
a  siphon  if  necessary.  The  tanks  should  be  large  enough  to 
hold  a  two  weeks'  supply  of  oil.  The  bottoms  of  the  tanks 
should  be  of  conical  shape,  thus  permitting  the  oil  to  be 
drawn  from  faucets  at  the  bottom,  and  so  prevent  the  accu- 
mulation of  sediment  and  reduce  the  expense  of  keeping  the 
tanks  clean.  The  piping  at  the  bottom  of  the  tanks  may  be 
arranged  so  as  to  bring  the  faucets  within  a  short  distance 
of  one  another,  thus  economizing  in  labor  in  drawing  oil. 
The  second  story  of  the  storage  building  may  be  utilized  for 
storing  oil  in  barrels,  tallow,  waste  and  kindred  supplies. 

Subsidiary  oil  houses  should  be  placed  in  the  yards  for 
the  convenience  of  oilers  and  others. 

In  cold  weather  oils  must  be  heated,  so  that  they  will  run 
freely.  In  small  houses  a  carefully  guarded  stove  may  be  used 
for  this  purpose.  Steam  heat  is,  however,  better  and  safer, 
the  coils  being  placed  according  to  the  degree  of  heat  re- 
quired. 

Every  precaution  should  be  observed  to  guard  against  fire. 
Oil  houses  should  be  kept  clean.  Open  lights  should  not  be 
allowed.  The  lighting  should  be  done  by  electricity,  or  if 
that  is  impracticable,  by  carefully  guarded  stationary  lamps. 


CHAPTER  XL 

INSPECTION,    CARE    AND    USE    OF    BRASSES,    BABBIT 
METAL,   AND  SIMILAR  MATERIAL. 

The  great  value  of  brass  and  the  general  market  that 
exists  for  it  add  to  the  difficulty  of  protecting  it.  In  ship- 
ping from  one  point  to  another  it  is  necessary  to  lock  and 
seal  the  cars  or  otherwise  surround  the  material  with  especial 
safeguards.  Brass  in  store  must  be  guarded  as  carefully  as 
silver.  The  danger  of  loss  is  constant  and  imminent,  not  so 
much  from  employes  as  from  others. 

Methods,  at  once  varied  and  ingenious,  have  been  adopted 
to  prevent  the  loss  or  careless  handling  of  brass  and  similar 
material;  aside  from  the  rule  requiring  it  to  be  carefully 
guarded,  the  rule  that  those  who  make  requisitions  for  such 
material  shall  return  the  worn-out  or  broken  articles,  has 
been  the  most  effective.  It  is  very  simple.  But  it  makes 
everyone  particular.  Thus,  when  an  accident  occurs,  the  per-, 
son  In  charge  collects  every  article  that  has  to  be  replaced. 
Without  it  he  is  sure  to  experience  more  or  less  trouble  in 
replenishing  his  stock.  Its  possession  facilitates  the  ex- 
change; renders  his  task  easy. 

This  system  of  exchanges  is  a  constant  reminder  to  en- 
gineers, car  repairers  and  others  that  in  order  to  replenish 
their  stock  they  must  preserve  worn-out  and  broken  articles; 
must  not  allow  them  to  be  lost  or  carried  off.  Such  ex- 
changes are  constantly  going  on. 

An  account  should  be  opened  with  each  person  to  whom 
a  brass  is  given,  charging  him  with  the  number.  When  the 
article  Is  returned  worn  out  or  broken,  a  new  one  is  given 
in  exchange.  The  original  charge  need  not  be  disturbed. 
When,  however,  a  person  leaves  the  service,  the  account 
should  be  closed. 

In  the  event  the  supply  in  the  possession  of  an  employe 
is  lost  or  diminished,  the  books  should  be  changed  accord- 
ingly. The  English  companies  are  very  strict;  if  satisfactory 
account  cannot  be  given  of  a  missing  article,  its  custodian 
is  held  responsible,  "the  value  being  deducted  from  his  wages. 
This  is  generally  fair  and  cannot  prove  a  hardship,  while  its 
enforcement  will  prevent  many  irregularities  and  losses. 

Brasses  in  the  hands  of  workmen  should  be  inventoried 
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monthly,  or  oftener,  when  those  having  them  in  charge  leave 
the  service. 

It  is  impossible  to  prevent  occasional  loss  of  a  brass,  but 
the  circumstances  attending  the  loss  can  be  explained.  The 
interests  of  the  service  require  that  this  explanation  should 
be  promptly  forthcoming  in  every  instance. 

In  addition  to  orders  for  brasses  and  kindred  articles  to 
replace  those  worn  out  or  broken,  there  will  be  a  demand  for 
such  supplies  to  form  new  stock;  original  orders,  in  fact.  In 
such  cases  there  ip,  of  course,  no  old  material  to  give  up.  The 
storekeeper  should  satisfy  himself  that  the  order  is  necessary 
and  equitable.  If  the  issue  is  for  construction  purposes,  or 
immediate  use,  the  charge  should  be  made  accordingly.  If  it 
is  to  be  held  in  reserve,  it  should  be  charged  to  the  person 
holding  it. 

The  number  of  different  forms  of  brass  castings  that  a 
railway  company  uses  Is  much  larger  than  would  be  com- 
monly supposed.  The  care  of  patterns  and  the  protection 
of  the  material  before  and- after  manufacture  require  ample 
provision.  Wherever  possible,  a  separate  room  should  be 
provided.  When  the  supply  does  not  Justify  this,  a  secure 
cupboard  or  other  inclosure  should  be  used. 

It  should  be  remembered,  in  this  connection,  that  it  is  oft- 
entinaes  more  important  to  protect  the  raw  material  or  scrap 
than  the  manufactured  article.  This  is  so  when  the  latter 
has  a  mark  or  a  stamp  upon  it  by  which  it  may  be  identified. 
However,  guardianship  must  in  all  cases  be  incessant  and 
intelligent 

In  distributing  brasses,  the  rule  observed  in  the  case  of 
other  material,  that  the  supply  shall  not  exceed  actual  needs, 
should  be  rigidly  enforced. 

Not  only  must  articles  in  store  and  in  use  be  carefully 
looked  after,  but  all  equipment  passing  to  and  from  other 
roads  must  be  inspected  at  the  time  of  transfer,  and  articles 
worn  out,  damaged  or  missing  properly  noted  and  return 
made  thereof.  The  importance  of  this  examination  has  sug- 
gested to  the  car  department  of  railways  the  necessity  of 
co-operating  in  the  work  and  of  having  it  carried  on  sys- 
tematically by  skilled  Inspectors. 

In  reference  to  forms  of  accounting,  they  should  be  such 
as  to  render  the  work  easy,  simple  and  thorough.  The  blank 
for  ordering  articles  should  have  printed  thereon  the  different 
kinds  used.  It  should  contain  a  column*  for  entering  the  num- 
ber on  hand;  also  the  number  returned.  If  an  article  has 
been  lost,  there  should  be  a  place  for  explaining  the  loss.  If 
an  employe  is  responsible  for  the  loss,  the  English  companies, 
as  already  pointed  out,  require  that  he  should  pay  the  value 
of  the  article.    Orders  for  brasses  should  specify  the  purpose 
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for  which  they  are  to  be  used,  and  in  the  event  they  are  not 
*  thus  used,  immediate  notice  of  the  fact  should  be  given  the 
proper  official. 

The  loss  of  brasses,  babbit  metal  and  similar  articles  sug- 
gests others  entirely  different  Take  the  item  of  stationery, 
for  instance.  Everywhere  employes  use  the  stationery  of  their 
employers  as  their  own.  The  universality  of  the  practice  ex- 
cuses and  justifies  it.  It  has  its  counterbalancing  considera- 
tions. The  practice  is  more  common  with  the  employes  of 
private  Individuals  than  with  those  of  corporations.  The  use 
of  the  paper,  envelopes  and  stationery  of  the  employer  is 
recognized  as  a  perquisite  of  the  employe.  Abstractly  consid- 
ered, the  practice  is  indefensible.  As  a  matter  of  fact,  the 
employer  does  not  suffer  at  all,  or  only  in  a  minute  sense.  The 
use  of  his  stationery  advertises  him,  while  it  assists  those  un- 
der him  to  eke  out  a  slender  income.  So  long  as  it  is  thus 
restricted,  no  harm  is  done.  In  all  other  things,  however,  the 
property  of  employers  should  be  scrupulously  respected.  When 
it  is  not,  the  act  is  indefensible;  this  is  especially  the  case  if 
the  appropriation  is  for  purposes  of  gain. 

The  benefits  that  employes  derive  from  the  concessions 
and  courtesies  of  employers  are  much  more  general  and  valu- 
able than  is  commonly  supposed.  They  are  none  the  less 
valuable  because  the  employer  does  not  always  suffer  from 
them.  Thus,  the  passes  given  employes  are  of  enormous  value 
to  them,  while  the  loss  to  the  company  is  very  small,  if  it 
suffers  any  loss  at  all. 

In  ttie  majority  of  cases  those  who  use  the  passes  would 
not  travel  without  them,  and  in  other  cases  the  employer  is 
recouped  by  the  Increased  loyalty  of  his  servants,  and  by 
their  ability  to  work  for  less  wages.  I  might  greatly  extend 
the  list  of  mutual  benefits.  It  is,  however,  unnecessary.  I 
refer  to  the  subject  simply  to  illustrate  the  beneficent  relar 
tions  that  exist  between  employer  and  employe,  and  the  gen- 
eral disposition  of  the  former  to  aid  the  latter. 


CHAPTER  Xn. 

COLLECTION,  CARE  AND  UTILITY  OP  OLD  MATERIAL 

There  are  two  classes  of  old  material;  that  which  has  no 
value  except  to  the  Junk  dealer,  commonly  called  scrap,  and 
that  which  may,  with  slight  repairs,  he  used  again. 

In  the  hurry  of  business  more  or  less  material  that  might 
be  used  again  finds  its  way  to  the  scrap  heap. 

Old  material  should  be  examined,  first  at  the  place  where 
It  is  collected  and  afterward  at  the  general  depot.  This  double 
inspection  will  prevent  material  being  sold  that  may  be  used 
again.* 

It  is  probable  there  is  as  little  waste  on  a  railroad  as  else- 
where. But  there  will  always  be  such  instances.  It  does  not 
matter  whether  it  arises  from  ignorance,  thoughtlessness  6r 
indifference;  the  monetary  loss  is  the  same.  Instances,  while 
not  common,  are  frequent.  Thus,  switch  chains,  frogs,  bolts, 
injectors,  cylinders,  cocks  and  similar  implements  that  might 
l>6  used  again,  are  thrown  aside  as  worthless.  In  order  to 
prevent  the  losses  their  sale  would  involve,  it  is  necessary 
that  old  material  should  be  inspected  by  men  capable  of  de- 
termining that  which  is  usable  from  that  which  is  not;  and 
who,  moreover,  will  call  the  attention  of  officials  to  persistent 
cases  of  neglect. 

After  usable  material  has  been  separated  from  the  other, 
the  latter  must  be  assorted  according  to  its  value.  This  is 
very  important  Iron,  steel  and  brass,  for  instance,  must  be 
kept  separate  and  classified  according  to  value.  To  mix  the 
different  kinds  and  classes  is  to  lessen  their  value. 

The  promptness  and  thoroughness  with  which  old  material 
is  collected,  assorted  and  stored  is  an  evidence  of  efficiency. 

Neglect  breeds  demoralization,  besides  the  direct  losses  it 
engenders.  It  is  frequently  excusable,  because  of  other  and 
more  urgent  duties.  It  is  a  question  of  values.  For  a  busy 
man  to  leave  his  work  and  go  out  of  his  way  to  collect  old 
material  of  less  value  that  is  in  no  immediate  danger  of  loss 
or  misappropriation,  is  not  economy.  But  if  risk  may  be 
avoided  by  placing  convenient  receptacles  for  old  material 


*  "Any  person  putting  material  upon  the  scrap  heap  which  Is  other- 
wise valuable,  or  carelessly  wasting  material  In  any  other  way,  will 
be  punished  as  the  case  may  deserve." — Extrctct  from  Rules  of  BnglUh 
Mood. 
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about  the  various  buildings  and  along  the  track  of  a  railroad, 
where  It  may  be  deposited  by  men  otherwise  occupied,  then, 
undoubtedly,  neglect  to  do  so  is  inexcusable.  The  work  of 
removing  the  material  from  such  receptacles  is  not  impor- 
tant. It  may  be  carried  on  at  such  time  and  in  such  manner 
as  may  be  most  convenient.  Wherever  provision  of  this  na- 
ture is  neglected,  the  loss  of  old  material  will  be  constant.  It 
will  be  covered  up  with  cinders,  dirt,  weeds,  brush  and  grass; 
will  be  hidden  away  behind  buildings  and  under  platforms 
and  stairways,  or  stolen  by  the  thieves  that  lurk  about  every 
railroad  yard.* 

The  old  material  that  accumulates  about  particular  sta- 
tions, offices  or  buildings  is  oftentimes  so  small  as  hardly  to 
merit  attention.  It  possesses,  however,  In  the  aggregate,  an 
enormous  value  and  Its  care  merits  the  same  attention  as 
other  matters. 

Another  class  of  old  material  should  be  noticed,  namely, 
the  papers  and  books  that  accumulate  about  the  stations  and 
offices  of  the  company.  They  are  of  sufficient  value  to  make 
them  worthy  of  attention. 

The  separation  of  the  papers  and  books  that  it  is  desir- 
able to  retain  from  those  which  may  be  sold  requires  to  be 
conducted  with  the  greatest  care.  The  work  must  be  per- 
formed by  those  experienced  in  such  matters,  and  able  to  dis- 
tinguish at  a  glance  that  which  may  be  safely  disposed  of 
from  that  which  must  be  kept  The  assortment  of  papers 
must,  in  the  majority  of  cases,  be  made  at  the  place  where 
the  papers  have  accumulated.  No  rule  can  be  laid  down  ex- 
cept, perhaps,  in  reference  to  traffic  papers  and  books  at  sta- 
tions. 

The  great  bulk  of  papers  at  the  headquarters  of  a  com- 
pany must  be  kept,  practically,  forever.  They  may  not,  in- 
deed, be  necessary  to  protect  the  company,  but  no  one  can 
tell  when  they  may  be  necessary  to  protect  the  good  name 
of  some  officer  or  employe. 

In  regard  to  accumulations  at  stations  and  local  offices, 
it  is  a  good  rule  to  require  that  no  book  or  paper  shall  be 
disposed  of  except  under  the  direction  of  the  authorised  offi- 
cers and  inspectors  of  a  company. 

Traffic  papers  must  be  retained  until  the  expiration  of  the 
period  of  limitation  fixed  by  statute.  This  period  varies  in 
different  states,  and  in  order  to  cover  interstate  business  the 
records  must  be  retained  for  the  longest  period  of  time 
which  the  statute  of  limitation  covers  in  any  particular  state. 


*  "Each  foreman  should  he  responsible  for  collecting  any  coupling 
chains,  hooks,  pins,  Iron,  or  other  material  which  may  be  found  on 
the  line,  and  for  having  them  conveyed  to  the  nearest  station  weekly." 
'^Extract  from  Rules  of  English  Road. 
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When  no  claim  against  the  carrier  for  loss,  damage,  over- 
charge, or  other  purpose,  as  represented  on  such  papers  and 
records,  can  be  prosecuted,  they  may  be  sold. 

It  should  be  the  duty  of  inspectors  and  traveling  auditors, 
when  visiting  places  where  old  records  and  papers  accumu- 
late, to  personally  superintend  the  waybilling  and  shipment 
of  the  same  to  the  sales  agent  or  general  storeroom.  The 
waste  paper  that  accumulates  about  offices  should  be  pre- 
served and  shipped  with  the  records,  as  stated  above;  or  if  it 
is  inconvenient  to  retain  it  until  such  lime,  it  may  be  shipped 
separately.* 

Old  material  should  not  be  sold,  except  under  the  direction 
of  an  authorized  officer.  The  necessity  of  limiting  this  power 
is  manifest.  Such  sales  are  commercial  transactions  and  re- 
quire commercial  skill  and  knowledge.  They  should  be  gov- 
erned by  the  markets  of  the  country  and  with  due  reference 
to  transporting  from  one  point  to  another,  including  cost  of 
handling.  In  this  way  material  will  be  disposed  of  in  the 
place  where  it  accumulates,  if  it  can  be  sold  there  to  ad- 
vantage, thus  Eaving  the  company  the  risk  and  cost  of  trans- 
portation and  rehandling.  The  seller  must  possess  a  general 
knowledge  of  markets  in  order  to  get  the  highest  price.  Only 
those  who  make  a  specialty  of  such  knowledge  possess  it. 

When  old  material  is  shipped  directly  to  a  rolling  mill, 
or  elsewhere  off  the  line,  without  weighing,  the  agent  of  the 
company  on  the  ground  or  at  some  intermediate  point  should 
weigh  the  same  and  certify  the  weight  to  the  storekeeper 
making  the  shipment;  also  to  the  proper  officer  of  the  com- 
pany. At  the  close  of  each  month,  moreover,  such  agent 
should  make  a  report  to  the  officials  named  of  all  cars  thus 
weighed,  specifying  the  date,  number,  kind  of  scrap,  con- 
signee, weight,  and  such  other  particulars  as  are  necessary 
to  enable  the  company  to  keep  accurate  and  full  account  of 
the  same. 

Much  of  the  old  material  that  accumulates  cannot  be  iden- 
tified. This  will  be  so  in  regard  to  the  filings,  drillings  and 
borings  that  accumulate  Itbout  a  shop.  It  has  been  suggested 
that  a  good  way  to  dispose  of  such  amounts  is  to  place  them 
to  the  credit  of  a  general  account,  and  apportion  them  after- 
ward to  the  different  maintenance  accounts  (with  which  the 
shop  keeps  account)  on  the  basis  that  the  amount  expended 
on  such  accounts  bears  to  the  total  amount  of  material  ex- 
pended. Thus  (if  it  is  a  locomotive  shop),  the  credits  would 
te  apportioned  to  the  various  locomotives  according  to  the 
total  amount  charged  to  them  during  the  month.    The  same 

*  I  tbtnk  it  would  be  a  good  plan  for  every  company  to  have  a  cen- 
tral etoretaouse.  conveniently  arranged,  for  keeping  tbelr  old  books, 
records  and  papers  until  such  time  as  they  may  be  sold. 
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rale  should  be  followed  in  regard  to  cars  and  machinery.  If 
It  is  a  shop  where  all  kind  of  work  is  done,  the  apportion- 
ment must  be  general,  to  the  extent  that  work  is  general. 
Whenever  the  amount  of  accumulated  old  material  justifies 
it,  a  division  may  be  made  on  the  basis  of  particular  classes 
of  material;  thus,  credits  for  old  cast  iron  would  be  based 
on  the  amount  of  charges  for  cast  iron;  credits  for  old  car 
wheels  on  the  new  wheels  used;  old  wrought  iron  on  the 
wrought  iron  charged,  and  so  on.  By  devices  of  this  kind 
each  storekeeper  will,  according  to  his  intelligence  and  in- 
terest, be  able  to  arrive  at  an  accurate  disposition  of  the 
credits  that  arise  from  old  material. 


CHAPTER  Xm. 

COUJSGTION     OF     SURPLUS     MATBRIAL.    INCLUDINQ 
TOOLS    AND   MISCELLANBOUS    ARTICLES.— THE 
AUDITOR  OF  MATERIAL  AND  LABOR,  AND 
HIS  DUTIES. 

The  effective  superyision  of  stores  of  railway  supplies  (in- 
eluding  tools)  along  the  line  of  road  naturally  suggests  itself 
In  connection  with  the  subjects  treated  of  in  the  foregoing 
chapter.  More  particularly,  however,  that  feature  relating  to 
surplus  material  and  Implements  that  accumulate  on  a  road 
and  that  need  constant  and  special  attention.  Against  the 
surplus  on  one  section  there  will  be  found  more  often  than 
otherwise  a  lack  of  needed  material  and  tools  on  another 
section.  One  does  not,  however,  offset  the  other.  Wherever 
a  deficiency  exists  the  foreman  or  person  in  charge,  it  is 
probable  (unless  under  great  restraint),  will  continue  to  call 
for  what  he  needs  until  he  gets  it.  In  the  case  of  a  surplus, 
however,  it  may  be  allowed  to  accumulate  and  so  remain  a 
long  time  without  effective  effort  being  made  to  dispose  of  it 
It  Is  not  in  the  way,  and  it  may  be  needed  sooner  or  later. 
Moreover,  the  foreman— or  person  in  charge— is  busy  and  the 
pressure  on  him  to  sen^  in  the  surplus  is  spasmodic.  Never- 
theless, he  would  give  the  subject  more  attention  if  he  had 
more  leisure.  But  his  every  hour  is  crowded  to  the  full  with 
important  work.  So  that  oftentimes  nothing  is  done  with 
scrap  and  surplus  articles.  What  is  the  remedy  for  this? 
To  issue  a  circular  calling  on  everyone  to  send  in  his  surplus? 
That  would  be  an  easy  way  If  it  accomplished  the  purpose; 
but  it  would  not  do  this,  except  In  part.  Everybody  is  busy, 
and  circulars  are  soon  forgotten.  Moreover,  the  collection  of 
the  surplus  requires  a  searching  examination.  About  every- 
thing has  been  tried  to  remedy  the  evil— and  failed.  It  is  a 
business  in  itself  and  the  only  way  it  can  be  accomplished 
is  to  send  an  auditor  over  the  line.  Not  in  a  private  car  or  on  . 
a  freight  train,  but  on  a  hand  or  motor-car  in  company  with 
the  superintendent  or  roadmaster.  In  this  way  he  will  ovei^ 
haul  every  building  and  tool-house,  not  forgetting  to  look  be- 
hind each;  scrutinizing  every  nook  and  comer,  every  foot  of 
track  and  right  of  way;  note  every  bit  of  scrap,  every  item 
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of  material,  every  tool,  every  implement,  every  piece  of  fur- 
niture. 

Having  in  this  way  ascertained  the  surplus  on  the  line, 
he  will  report  the  same  to  the  general  storekeeper,  who  will 
take  immediate  measures  to  have  it  sent  to  the  storehouse 
most  convenient  for  its  sale  or  distribution  when  needed.  Or, 
if  any  surplus  article  is  withheld  he  will  find  out  the  reason 
therefor  and  insist  upon  compliance.  It  may  not  be  easy 
in  every  case  to  get  the  surplus  shipped.  For  the  working 
forces  of  a  road  cannot  always  get  supplies  and  tools  promptly 
as  they  need  them,  and  so  hold  on  with  honest  tenacity  to 
any  surplus  they  may  have — ^this  against  a  rainy  day — ^against 
the  times  they  will  need  the  things  they  are  asked  to  part 
with.  So  that  it  requires  not  only  tact,  but  considerable 
energy  and  perseverance  to  secure  the  transmission  of  the 
surplus  once  it  has  been  located.  But  its  shipment  should  be 
insisted  upon  rigorously;  even  if  there  is  some  doubt  as  to  its 
advisability.  If  this  last  is  done  we  may  hope  that,  in  the 
course  of  time,  particular  pains  will  be  exercised  to  send  o!f 
any  unneeded  articles;  and  when  this  is  not  done  that  the 
futility  of  attempting  to  hold  possession  of  the  surplus  after 
its  discovery  (coupled  with  the  censure  that  attaches  to  the 
act),  will  lead  everyone  to  act  promptly  and  effectively  in  the 
emergency.  Thus  the  duties  of  the  auditor  will  be  much 
simplified  and  the  expense  and  worry  of  the  general  store- 
keeper's office  be  much  lessened.* 

In  this  way  an  efficient  service  will  be  slowly  built  up; 
and  if  the  auditor  of  material  and  labor  continues  diligent 
in  his  work,  it  will  be  maintained  thereafter  with  little  diffi- 
culty, to  the  great  and  lasting  good  of  the  railroad  inter- 
ested. 

I  have  referred  above  to  the  fact  that  while  there  may  be 
a  surplus  at  one  point  there  may  be  a  deficiency  somewhere 
else.  Thus,  to  illustrate,  one  section  will  be  short  of  tools 
while  another  will  have  a  surplus.  The  question  has  sug-- 
gested  itself  more  than  once  whether  or  not,  in  such  cases, 
the  surplus  should  not  first  be  used  to  supply  the  deficiency, 
instead  of  its  being  sent  to  the  storehouse.  Thus,  if  a  shovel 
is  lacking  on  one  section,  while  there  is  a  surplus  on  another, 
would  it  not  be  good  practice  to  have  the  deficiency  supplied 
directly  from  this  excess?  Such  disposition  would,  in  any 
event,  depend  largely  on  the  experience  and  good  judgment 
of  the  auditor.  On  the  whole,  however,  it  seems  best — as  a 
practice— though  exception  might  sometimes  be  made— to  or- 


*  In  this  connection  It  is  presupposed  that  the  auditor,  in  his  search 
for  burpIuB  material  and  tools,  will  take  Into  consideration  contem- 
plated work  as  well  as  that  being  done  at  the  moment  of  his  examina- 
tion. 
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der  the  surplus  to  headquarters  and  let  those  Immediately 
responsible  for  filling  requisitions  judge  as  to  the  need  of 
supplying  the  deficiency.  Deficiencies  in  supplies  and  tools, 
as  claimed,  may  be  real  or  may  not;  only  a  competent  person 
can  tell.  If  the  auditor  is  such  a  person  no  harm  can  be 
done  in  leaving  him  to  supply  deficiencies  from  the  surplus. 
Such  direct  measure  would  be  economical  as  it  would  save 
one  handling.  Whatever  the  arrangement  may  be  it  should 
be  wisely  considered  with  the  view  to  what  is  most  economi- 
cal and  effective  from  the  standpoint  of  a  company. 

In  the  way  I  have  described,  either  by  shipping  all  surplus 
to  the  storehouses  or  by  using  it  so  far  as  need  be  to  supply 
deficiencies  along  the  line,  supplies  and  tools  will  be  utilized 
to  the  fullest  extent  and  extravagance  and  loss  prevented. 
For  every  dollar's  worth  of  surplus  material;  every  unnec- 
essary article — be  it  a  lamp,  stove,  spade,  or  other  thing  of 
value,  no  matter  what — is  just  so  much  unproductive  cap- 
ital. Not  only  that,  but  such  property  is  in  peculiar  danger 
of  being  overlooked  and  forgotten,  and  so  injured  through 
exposure  or  neglect,  or — in  the  case  of  light  articles — stolen 
by  the  tramps  that  infest  the  lines  and  yards  of  railroads. 
Not  being  needed  daily  the  surplus  is  not  carefully  looked 
after.  I  introduced  the  practice  of  employing  special  auditors 
to  travel  constantly  to  gather  up  the  scrap  and  surplus  arti- 
cles. It  was  an  experiment.  But  experience  soon  demon- 
strated its  great  value.  For  it  at  once  became  apparent  that 
while  no  one  purposely  ordered  more  material  than  he 
needed,  or  kept  back  property — scrap,  surplus  articles,  tools 
and  material — intentionally,  yet  such  was  the  case.  It  was 
found  that  those  who  used  such  things,  being  actively  en- 
gaged in  practical  work,  failed,  in  many  cases,  to  take  cogni- 
zance of  the  surplus  and  so  let  it  lie.  By  sending  a  sharp- 
eyed  man,  of  good  judgment,  over  the  road  to  take  note  of 
everything  in  and  about  the  yards,  buildings,  storehouses  and 
track,  it  became  possible  to  locate  the  surplus  and  afterwards 
secure  its  shipment  to  the  storehouses  to  be  sold  or  adde<1 
to  the  supplies  in  stock.  Success  in  such  methods  will  be- 
come easier  each  month,  as  it  will  be  possible  to  secure  more 
active  co-operation  upon  the  part  of  those  interested.  At  first 
the  practice  may  be  looked  upon  as  an  interference;  a  ques- 
tionable innovation,  and  excite  in  consequence  considerable 
doubt. 

In  the  progress  of  his  work  of  inspection  the  auditor 
should  make  a  record  of  the  material  and  articles  no  longer 
in  use,  that  may  be  spared.  In  order  to  determine  the  latter, 
considerable  care  and  circumspection  will  be  necessary.  Thus, 
in  passing  over  a  piece  of  road,  to  give  an  instance,  he  must 
note  the  condition  of  the  fences  in  order  to  determine  whether 
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the  amount  of  fence  wire  or  lumber  on  hand  is  such  as  cir- 
cumstances require.  To  cite  a  case  in  point  illustrating  the 
necessity  of  this;  in  one  instance  the  auditor  In  going  over 
a  line,  noted,  as  was  his  practice,  the  condition  of  the  fences. 
Afterwards,  figuring  up  the  supply  of  wire  on  hand,  to  cover 
repairs,  he  discovered  (and  this  was  a  great  surprise  to  the 
storekeeper  in  charge)  that  there  was  enough  wire  on  hand 
to  build  the  fence  anew.  In  other  words,  there  was  many 
times  as  much  surplus  material  held  to  meet  emergencies  as 
was  needed.  A  cursory  examination  would  not  have  developed 
this;  but  the  expert,  having  nothing  on  his  mind  save  the 
auditing  of  the  supplies  along  the  road,  and  being  skilled  in 
his  business,  quickly  detected  the  surplus. 

Reference  to  the  articles  used  by  section  men,  named  in 
the  accompanying  forms,  for  keeping  account  of  material  and 
tools  used  in  repairing  roadway  and  track,  renewals  of  rails, 
renewals  of  ties,  repairs  of  fences,  road-crossings,  signs  and 
cattle-guards,*  will  illustrate  the  vast  amount  of  material,  and 
the  great  number  of  tools  used  in  connection  with  work  of 
this  kind;  supplies  not  only  great  in  number  and  extent,  but 
of  immense  value.  This  material  (to  say  nothing  of  the  vast 
amount  in  store  at  supply  depots  and  elsewhere),  scattered 
along  a  road  and  often  in  excess  of  needs,  and  in  many  cases 
without  adequate  facilities  for  storing,  abundantly  emphasizes 
the  necessity  of  the  auditor's  work  and  the  need  that  it 
should  be  continuous  and  painstaking. 

The  accumulation  of  surplus  material,  as  I  have  intimated, 
will  not  be  confined  to  any  particular  branch  of  the  service. 
Wherever  there  is  portable  property;  tools  used,  utensils,  or 
a  stock  of  material,  there  is  likely  to  be  scrap,  if  not  a  sur- 
plus in  other  directions.  So  that  as  the  auditor  traverses  the 
line  his  duties  will  require  him  to  look  everywhere.  The 
track  Is  only  a  part  of  the  whole.  He  will  need  to  overhaul 
the  paraphernalia  as  well  as  material  of  those  who  have  to 
do  with  general  stores;  station  and  train  supplies;  tools  and 
other  things  used  In  connection  with  bridges,  buildings, 
fences,  telegraph  and  other  structures;  the  signal  service,  the 
Interlocking  plants,  offices,  baggage  rooms,  etc.,  etc.  He  will, 
in  fact,  need  to  scrutinize  every  nook  and  corner  where  there 
Is  material,  tools  or  property  of  any  description.  In  the  most 
unlikely  places  he  will  find  something  to  be  collected  and 
sent  to  the  depots  of  supply  to  be  kept  for  use  or  sold,  as  the 
case  may  be.  Such  accumulations  are  unavoidable.  Those  in 
charge  see  the  surplus  articles,  It  may  be.  every  day;  and  yet 
do  not  see  them.  The  property  Is  not  In  the  way  and  very 
likely  petty.      Anyway  It  Is  overlooked.    This  is  not  strange. 


*  Appendix  C. 
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These  men's  minds  are  intent  upon  their  particular  business. 
Indeed  it  may  be  that,  if  their  attention  is  directed  to  it,  its 
value  and  Importance  appear  not  worth  the  labor  of  handling. 
So  it  is  left.  Yet,  in  the  aggregate,  the  property  that  thus  ac- 
cumulates, when  collected  for  a  whole  road,  amounts  to  an 
immense  supply  in  itself,  and  of  great  value  and  practical 
utility.  For  every  article  has  a  use  or  may  be  sold.  But  no 
one  appreciates  what  these  infinitesimal  and  widely  scattered 
articles  mean  except  the  auditor  and  general  storekeeper. 

In  connection  with  his  other  duties  it  will  naturally  fall  to 
the  auditor  of  material  and  labor  to  see  that  due  diligence 
and  care  are  exercised  to  protect  the  portable  or  personal 
property  of  a  company — ^material,  tools,  utensils — both  in  use 
and  not  in  use.  Not  that  those  in  immediate  charge  will  not 
be  found  faithful  and  diligent;  but  because  this  expert  will 
effectively  supplement  their  labors;  for,  as  already  stated,  he 
has  nothing  on  his  mind  except  to  attend  to  matters  of  this 
nature.  With  all  others  it  is  a  mere  incident  and  a  very  small 
one. 

In  order  to  make  the  greatest  possible  use  of  the  auditor 
or  inspector*  he  should  be  required  not  only  to  scrutinize 
the  material  and  portable  property,  in  use  and  not  in  use, 
along  the  line,  but  he  should  be  required,  so  far  as  may  be 
practicable,  to  ascertain  by  personal  inspection  on  the  ground, 
as  to  the  care  and  intelligence  exercised  everywhere  in  keep- 
ing the  time  and  making  the  pay  rolls  of  those  who  work 
for  the  company.  To  note  whether  the  time  is  kept  sys- 
tematically from  hour  to  hour  and  day  to  day,  or  whether 
it  is  written  up  in  gross  at  the  end  of  the  week  or  month — 
everyone  being  allowed  the  maximum  sum.  By  such  inspec- 
tion an  additional  and  valuable  check  will  be  secured  on  this 
great  and  widely  scattered  expenditure.  Not  only  should  the 
auditor  assure  himself,  so  far  as  he  is  able,  that  accuracy 
in  keeping  the  time  of  employes  is  observed  and  in  making 
the  pay  rolls,  but  also  that  the  time  is  apportioned  to  the 
thing  upon  which  the  labor  was  expended.  For  it  is  not 
enough  that  the  wages  of  men  should  be  accurately  kept;  the 
management  must  know  on  what  1  ind  of  work  the  men  were 
engaged,  so  that  the  cost  thereof  may  be  determined.  This 
is  true  of  every  department  of  the  service. 

If  carelessness,  inefficiency,  or  something  worse  is  discov- 
ered in  keeping  the  time  of  men,  or  in  distributing  it,  the 
auditor  will  have  it  corrected,  and  this  to  the  betterment  of 
discipline  if  not  actual  saving  in  money. 

By  adding  these  duties  to  the  others  the  yalue  of  the  audi- 
tor's efficiency  may  be  greatly  increased. 


•  A  good  title  for  this  official  is  "Auditor  of  Material  and  Labor." 
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From  the  foregoing  it  will  be  seen  that  the  watchfulness 
and  skill  of  the  auditor  of  material  and  labor  will  throw  a 
much  needed  safeguard  around  many  important  expenditures. 
And,  to  recapitulate,  he  should  see  that  all  surplus  material 
(all  portable  property,  such  as  material,  tools,  furniture,  fix- 
tures, etc.,  etc.)  in  storehouses  and  along  the  line  of  the  road 
is  reported  to  the  general  storekeeper,  that  the  latter  may 
direct  its  shipment  to  the  storehouses  of  the  company;  that 
all  material — portable  property — ^in  use  and  not  in  use,  is 
carefully  looked  after  and,  so  far  as  practicable,  guarded  from 
loss  or  damage;  and  finally  that  the  time  of  employes  is 
properly  kept  and  the  accounts  upon  which  the  labor  is  ex- 
pended, duly  charged. 

From  all  this  it  is  apparent  that  the  auditor  of  material 
and  labor  may  be  made  one  of  the  most  valuable  means  the 
accounting  ofiicer — or  whoever  is  In  charge — has  of  exercis- 
ing needed  supervision  over  the  vast  disbursement  accounts 
of  a  company  for  labor  and  supplies  of  every  description. 


CHAPTER  XIV. 

ACQUISITION,  CUSTODY,  PRESERVATION  AND  USE  OP 

TOOLS. 

Railways  require  to  exercise  care  in  guarding  their  tools 
and  hardware.  Every  company  loses  more  or  less  of  such 
articles.  They  are  coveted  by  some  because  of  the  price  they 
will  bring;  by  others  for  their  use  simply.  The  latter  is  the 
more  frequent  occasion  of  loss.  Indeed,  the  number  who  pur- 
loin to  sell  is  so  small  as  to  hardly  merit  attention. 

Tools  of  common  use,  such  as  saws,  hammers,  files,  hatchets, 
also  lamps,  are  so  convenient  about  a  house  that  they  ofter 
constant  temptation  to  the  unthinking.  To  buy  would  be  a 
hardship,  perhaps  an  impossibility.  Moreover,  acquisition 
without  purchase  enhances  the  satisfaction  of  ownership; 
makes  the  thing  doubly  valuable.  Such  is  the  perversity  of 
human  nature.  Many  articles  of  hardware  are  also  taken  for 
like  reasons. 

There  is  something  very  attractive  about  new  tool^  and 
hardware  to  a  mechanical  man.  They  possess  a  glossy,  cheer- 
ful look,  that  suggests  many  uses.  The  sight  of  them  creates 
a  desire  to  own.  They  are  to  him  what  a  piano,  or  clock,  or 
vase  is  to  a  town  lady;  an  assortment  of  choice  household 
utensils  to  her  rural  sister.  But  what  is  singular  is  that  the 
taker  does  not  associate  the  idea  of  stealing  or  wrong-doing 
with  the  act  of  taking.  The  personality  of  the  owner  is  so 
vague  that  he  is  entirely  forgotten;  his  rights  not  considered. 

Indeed,  the  distinction  between  owner  and  employe  is 
often  lost  sight  of  by  those  who  work  for  corporations.  Not 
that  the  latter  are  dishonest;  they  are  not.  But  the  spades, 
axes  and  shovels  that  lie  scattered  here  and  there  seem  to 
have  no  owner;  seem  to  be  quite  as  much  the  property  of  one 
man  as  another,  except  that  they  have  much  less  relative 
value  to  the  owner  than  to  those  who  work  for  him. 

What  more  natural,  then,  than  that  the  shining  imple- 
ments the  thrifty  householder  needs  should  sometimes  be  bor- 
rowed by  him  and  that  their  return  should  sometimes  be 
overlooked  and  finally  forgotten?  Such  practices  are  not  gen- 
eral. On  the  contrary,  they  are  exceptional,  and  those  who 
indulge  in  them  (small  as  the  number  is)  would  be  horror 
stricken  if  told  they  were  committing  a  crime.    The  act  is 
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not  criminal  except  when  committed  by  criminals.  It  is  the 
result  of  thoughtlessness  growing  out  of  the  neglect  of  the 
owner  to  properly  guard  his  property.  It  is,  however,  none 
the  less  to  be  discouraged.  The  losses  it  engenders,  while 
they  do  not  seem  to  afCect  anybody,  really  aftect  the  fortunes 
of  individual  people,  as  real  and  bona  fide  as  the  employe 
himself.  The  indefensible  acts  of  the  few  necessitate  rules 
and  regulations  governing  the  many.  Such  is  the  origin  of 
the  law.  It  holds  in  check  the  upright  and  strong,  as  well 
as  the  vicious  and  thoughtless.  The  same  is  true  of  the  rules 
and  regulations  of  railroads,  more  particularly  those  looking 
to  the  protection  of  property. 

Strict  rules  are  necessary  to  prevent  the  loss  of  tools,  or 
their  abandonment,  while  still  serviceable. 

Many  tools,  that  might  still  be  used  with  a  little  repair, 
will  be  cast  away  if  care  is  not  exercised.  Improvidence  w^ll 
also  characterize  their  use.  I  have  heard  it  stated  (whether 
truthfully  or  not  I  do  not  know)  that  the  wear  and  tear  of  a 
company's  tools  in  the  hands  of  mechanics  amounted  to  fifty 
per  cent,  per  annum,  while  in  those  cases  where  the  tools 
were  owned  by  the  operatives  themselves,  it  was  not  over 
twenty-five  per  cent.* 

The  propensity  to  appropriate  or  ill  use  property  belonging 
to  others  must  always  be  guarded  against.  A  means  of  guara- 
ing  the  supplies  of  corporations  in  the  hands  of  employes  is 
to  rd^trict  disbursements  to  actual  needs. 

The  disposition  of  employes  to  order  more  than  is  needed, 
and  to  fail  to  properly  guard  the  surplus,  is  natural  and  un- 
avoidable. 

It  is  difiicult  to  build  up  economical  habits  in  employes. 

It  is  easy  to  build  up  extravagant  habits  in  employes;  the 
latter  are  aggravated  by  loose  methods  of  government. 

Frequent  changes  of  managers  are  demoralizing.  They 
breed  uncertainty.  One  official  will  enforce  the  most  careful 
economy  in  the  use  of  tools;  another  will  not  give  the  matter 
any  consideration  at  all. 

Rules  and  regulations  should  be  uniform  and  consistent — 
such  as  not  to  harm  anyone  honestly  desirous  of  f^'.lfilling  his 
obligations,  but  sufficiently  strict  to  reach  the  thoughtless, 
the  improvident  and  vicious,  taking  hold  of  the  latter,  indeed, 
with  iron  hand.  The  English  railroads  are  very  strict  in  this 
respect,  and  much  more  methodical  in  their  measures  of  gov- 


*  On  the  other  hand,  as  a  set-off  against  this  apparent  loss,  it  is 
stated  that  where  employes  use  their  own  tools  the  result  is  not  satis- 
factory. To  use  the  words  of  my  informant :  "There  is  a  question  as 
to  the  advisability  of  employes  using  their  own  tools;  they  will  work 
with  them  Just  as  long  as  possible,  and  the  consequence  is  that  they 
will  not  do  good  work,  and  will  take  too  much  time  for  that  which 
they  do." 
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eminent  than  we  are.  Some  of  their  regulations  will  be 
found  embodied  further  on  in  this  chapter.  Many  of  them 
sound  very  queerly  to  us;  they  have  a  smack  of  frankness 
and  good  sense  about  them  that  is  refreshing  to  Americans, 
who  durst  not,  for  their  lives,  call  a  thing  by  its  old-fashioned 
Saxon  name,  if  it  refers  in  any  way  to  the  populace,  more 
especially  the  voters,  who,  in  our  lofty  sentimentalism,  we 
agree  in  designating  by  the  euphonious  title  of  "wage  work- 
ers."* If  the  wage  worker,  however,  be  a  man  who  has  accu- 
mulated a  little  money,  a  few  shares  of  stock,  by  his  industry 
and  saving  habits,  the  case  is  difCerent.  In  such  event  it  is 
fashionable  to  call  him  a  thief,  monopolist,  gold  bug,  specu- 
lator, a  grinder  of  the  faces  of  the  poor,  and  so  on.  If  we 
want  a  vote,  this  will  help  to  get  it,  and  none  of  us  knows 
when  we  may  want  a  vote.  We  all  of  us  have  a  weather  eye 
for  the  offices,  and  a  soft  side  for  the  voter!  We  are  very 
tender  of  him  in  the  aggregate;  very  neglectful  of  him  indi- 
vidually. 

In  giving  out  tools,  an  account  should  be  opened  with  each 
employe,  charging  him  with  those  he  receives  and  crediting 
him  with  those  he  returns  or  accounts  for. 

No  tool  should  be  given  out,  except  in  exchange  for  an  old 
one;  save  when  an  original  stock  is  created.  Those  who  have 
tools  should  be  required  to  return  them  before  getting  new 
ones.  This  rule  is  so  simple  that  anyone  may  understand  it, 
and  BO  comprehensive  that  its  observance  will  protect  a  com- 
pany from  carelessness  and  theft.  Of  course  there  will  be  ex- 
ceptions to  the  rule.  Articles  will  be  lost  or  stolen  without 
anybody  being  to  blame.  In  such  cases  it  would  manifestly 
be  unjust  to  compel  the  employe  to  make  them  good.  Ex- 
ceptions, must,  therefore,  be  made.  But  the  utmost  thorough- 
ness and  frankness  should  be  observed  in  scrutinizing  losses 
and  in  looking  after  property  in  the  hands  of  employes.  This 
will  not  injure  anyone,  and  will  benefit  all. 

No  specific  rule  can  be  laid  down  for  guarding  articles  in 
the  hands  of  employes.  It  must  be  such  as  circumstances  re- 
quire. Thus,  rules  that  are  practicable  for  implements  used 
by  mechanics  about  a  shop  would  not  answer  for  those  used 
by  train,  station  and  road  men. 

Where  a  storehouse  is  in  immediate  proximity  to  a  shop, 
It  should  be  made  the  receptacle  for  storing  tools  at  night  or 
when  not  In  use.  In  other  cases,  different  provision  must  be 
made,  but  it  should  be  of  the  same  general  nature. 


*  Wben  I  worked  upon  a  farm,  I  labored :  was  called  a  Laborer, 
WB9  a  Laborer.  Since  then,  however,  the  word  has  apparently  become 
offenalTe,  as  we  no  longer  bear*  It.  Under  similar  circumstances  I 
should  doubtless  now  be  called  an  "Industrial  Agent,"  "Soil  Cultivator," 
or  "Wage  Worker." 
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The  more  simple  and  economical  the  method  of  keeping 
a  record  of  the  tools  in  the  hands  of  employes,  if  it  accom- 
plishes the  purpose,  the  better.  It  has  no  value  except  for  the 
moment.    It  does  not  invite  elaborate  bookkeeping. 

When  tools  are  delivered  for  use  away  from  the  store- 
house, a  receipt  should  be  taken  and  a  special  charge  made 
against  the  employe.  A  duplicate  of  the  receipt  should  be 
kept  by  him,  so  that  he  may  always  have  a  record  of  the 
article  charged  against  him.  A  very  good  way  to  treat  such 
accounts  is  that  observed  by  banks  with  their  bills  receivable 
account.  Thus,  when  a  charge  is  made,  the  credit  line  oppo- 
site is  left  blank  until  required  to  offset  the  debit.  The  blank 
lines  on  the  credit  side  always  show  the  number  of  bills  un- 
paid. With  charges  for  tools,  the  number  of  blank  lines 
opposite  the  charges  would  represent  tools  outstanding  in  the 
hands  of  workmen,  and  a  casual  glance  would  inform  the 
storekeeper  of  the  status  of  each  account.* 

The  tools  and  devices  of  a  company  should,  so  far  as 
practicable,  be  stamped  with  its  name.  Articles  in  the  hands 
of  employes  should  bear  their  private  mark. 

In  order  that  due  responsibility  may  be  enforced  on  the 
different  lines  of  a  road,  a  record  of  the  tools  used  must,  un- 
der certain  circumstances,  be  kept  by  a  particular  store- 
keeper; all  other  storekeepers  must  report  to  him.  If  a  train- 
man can  procure  tools  at  different  storehouses,  the  charges 
therefor  should  be  summed  up  by  the  general  storekeeper 
and  the  recipient  held  responsible  for  the  aggregate  number 
he  receives.  To  enable  this  to  be  done,  each  storekeeper 
must  report  to  the  central  storekeeper  daily  the  articles  he 
delivers.  If  an  old  article  is  returned  in  exchange,  the  fact 
must  also  be  reported,  so  that  credit  may  be  given.  This 
concentration  of  accounts  is  unnecessary,  except  in  the  case 
of  employes  who  procure  tools  at  two  or  more  storehouses. 
When  they  are  supplied  by  a  particular  storekeeper,  such 
storekeeper  can  exercise  the  supervision  that  the  central 
storekeeper  exercises  in  the  other  case. 

Not  only  should  old  tools  be  returned  before  new  ones  are 
issued,  but  the  rule  should  apply  to  other  articles,  such  as 
paint  brushes,  brooms,  lanterns,  feather  dusters,  pails,  switch 
chains,  jackscrews,  wheelbarrows,  crowbars,  etc.  It  should 
apply  to  every  article  which,  when  no  longer  needed,  may  be 
returned  as  evidence  that  it  has  not  been  misappropriated  or 
lost  through  neglect  or  otherwise.  The  lict  comprises  an  enor- 
mous number  of  articles  of  small  value;  superficially,  a  record 
of  them  will  appear  unnecessary  and  extravagant.    But  this 


*  The  form  of  return  described  In  this  connection  with  the  distribu- 
tion and  use  of  station  and  train  supplies  is,  perhaps,  superior  to  this 
method. 
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looks  only  to  the  act,  and  not  to  the  effect;  considers  only 
the  value  of  particular  articles  (which  is  not  great),  rather 
than  the  aggregate  value,  which  is  enormous. 

Orders  for  tools  (except  when  old  tools  are  exchanged  for 
new  ones)  should  be  approved  by  an  official  conversant  with 
the  needs  of  the  person  making  the  order.  This  duty  re- 
quires experience,  firmness  and  tact. 

If  tools  cannot  be  delivered  to  the  storekeeper  at  night, 
as  described,  secure  boxes  should  be  furnished  in  which  to 
keep  them.  The  rule  should  be  to  place  it  within  the  power 
of  every  employe  to  protect  the  property  intrusted  to  him,  so 
that  if  loss  occurs,  the  presumption  will  be  that  it  is  be- 
cause  of  neglect. 

An  inventory  should  be  taken  at  frequent  intervals  of  all 
tools  in  the  hands  of  employes. 

When  an  employe  leaves  the  service,  or  has  no  further 
use  for  tools,  they  should  be  delivered  up  or  accounted  for 
before  paying  him  his  wages. 

An  inventory  of  articles  in  the  hands  of  employes  will 
serve  to  discover  any  not  needed.  If  articles  are  found  not 
charged,  it  will  indicate  lack  of  efficiency  in  disbursing  or 
accounting.  The  inventory  will  also  call  attention  to  the  con- 
dition of  property  in  the  hands  of  employes;  the  care  they 
exercise,  etc.    It  emphasizes  the  necessity  of  guardianship. 

Tools  used  on  locomotives  should  be  issued  by  storekeepers 
on  orders  from  foremen.  So  far  as  practicable,  enginemen 
should  get  their  supplies  and  tools  from  one  place.  For 
example,  an  engineer  running  between  Boston  and  Albany 
should  procure  what  he  needs  from  the  Boston  shop,  getting 
at  the  Albany  shop  only  such  tools  as  are  indispensable  for 
his  trip  to  Boston.  The  master  mechanic  can  regulate  the 
furnishing  of  tools  to  enginemen  by  instructing  them  where 
to  procure  what  they  need,  and  by  giving  the  foremen  at 
different  shops  instructions  as  to  what  runs  they  shall  supply. 
In  this  manner  the  different  foremen  can  keep  posted  and 
will  know  if  an  engineman  is  careful  in  the  handling  of  his 
tools  or  not.*  Engineers,  as  a  rule,  are  careful.  They  like  to 
feel  sure  when  they  start  out  that  they  are  not  going  to  run 
short  of  anything,  and  as  they  do  not  like  the  trouble  of 
going  over  their  stock  at  the  commencement  of  each  trip, 
they  keep  their  tcfbls  under  lock  and  key. 

A  plan  for  keeping  account  of  locomotive  supplies,  that 
has  been  attempted,  is  worthy  of  notice.  It  has  been  found 
to  work  very  successfully.  It  is  this:  Engineers  are  furnished 
a  record  book,  in  which  the  articles  used  on  locomotives  are 


*  If  the  rule  required  that  all  tools  disbursed  should  be  reported  to 
a  centrar  shop,  this  requirement  would  be  more  easily  enforced  than  In 
the  manner  stated  here. 
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printed  in  alphabetical  order.  When  supplies  are  required, 
this  book,  with  the  necessary  order  for  supplies,  is  presented 
to  the  storekeeper,  who  enters  therein  the  quantity  furnished 
and  the  date.  At  the  close  of  the  month  the  engineer  signs 
and  dates  the  record  and  sends  it  to  the  master  mechanic, 
in  this  way  furnishing  a  statement  of  supplies  issued  to  him 
during  the  month.  Excessive  orders,  if  any,  are  noted  by  the 
master  mechanic  and  the  value  of  the  supplies  issued  and 
the  average  cost  per  mile  run  during  the  month  ascertained. 
Engineers  working  under  similar  conditions  are  grouped  to- 
gether and  a  statement  compiled  showing  the  cost  of  supplies 
furnished  each,  the  number  of  miles  run  and  average  cost  per 
mile,  which  is  posted  monthly.  The  result  of  each  engineer's 
work  for  the  month  is  made  a  part  of  his  personal  record,  and 
is  taken  into  consideration  when  men  are  to  be  advanced  to 
more  desirable  positions.  It  is  believed  that  this  practice 
results  in  a  more  economical  use  of  supplies.  The  engineers 
are  thrown  into  more  active  competition  with  each  other,  and 
by  carefully  g^rouping  those  running  under  similar  conditions, 
a  fair  comparison  can  be  had. 

Orders  for  tools  for  use  on  trains  should  be  made  on  the 
storekeeper  by  the  conductor,  but  should  not  be  filled  by  the 
storekeeper  until  approved  by  the  superintendent  or  some 
authorized  person.*  Trainmen  are  inclined  to  be  careless 
with  tools,  if  all  that  is  necessary  to  obtain  new  ones  is  to 
make  an  order  on  the  storekeeper.  But  if  the  order  must 
bear  the  scrutiny  of  the  superintendent,  they  will  be  more 
careful. 

The  storekeeper  should  be  empowered  to  refuse  to  fill  an 
order  if  he  sees  anything  out  of  the  way.  For  instance,  if  he 
should  know  that  a  conductor  had  recently  had  a  number  of 
tools  similar  to  those  called  for  by  an  order,  he  would  be 
justified  in  referring  the  requisition  back  to  the  superintend- 
ent for  further  consideration.  As  a  rule,  an  order  that  a 
storekeeper  would  not  fill  would  never  be  taken  back  to  the 
superintendent.  Tools  on  trains,  unless  carefully  looked  after 
and  guarded  by  the  crew,  are  very  liable  to  be  stolen.  The 
most  effective  way  to  make  a  crew  take  care  of  their  tools  is 
to  hold  them  responsible. 

The  distribution  and  care  of  tools  is  more  or  less  com- 
plicated under  the  most  favorable  circumstances.  No  two 
persons  will  ag^ree,  it  is  probable,  as  to  the  best  method.  The 
plan  I  have  outlined,  however,  is  both  efficient  and  economi- 
cal. An  experienced  railroad  man,  referring  to  the  subject, 
says:  "A  new  system  ought  to  be  instituted  for  the  delivery 
of  tools  and  supplies.    I  would  supply  each  engine,  way  car. 


*  ETxcept  in  the  case  of  the  exchanse  of  new  tools  for  old. 
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coach,  section  foreman — ^in  fact,  every  person  and  everything 
— with  a  complete  outfit.  Every  article  to  be  stamped  with 
the  name,  as  'Coach  95,'  'Engine  236,'  'Section  5,'  and  so  on. 
I  would  make  the  person  immediately  in  charge  responsible, 
and  when  a  new  article  was  wanted,  would  let  him  under* 
stand  that  the  old  one  must  be  returned  or  a  satisfactory 
explanation  given.  Every  day,  lanterns,  wrenches  and  ham- 
mers are  lost  or  stolen,  or  some  mishap  of  a  like  nature  befalls, 
which  would  not  happen  to  one's  own  property.  To  start  such 
a  system  would  cause  trouble  and  annoyance,  but  when  once 
established  would  more  than  pay  for  itself  in  the  saving 
effected.  Many  of  the  houses  in  this  frontier  town  have  lan- 
terns that  belong  to  the  railroad  company,  which  have  no 
right  there,  and  no  doubt  numerous  other  articles  which  can- 
not be  identified  have  found  their  way  to  private  houses  in 
the  same  manner." 

The  enforcement  of  the  rule  requiring  the  return  of  the 
old  article  before  issuing  a  new  one  will  prevent  the  depre- 
dations he  refers  to.  He  exaggerates  the  difficulty  of  adopt- 
ing the  system.  All  that  is  required  is  that  an  inventory  shall 
be  taken  of  the  articles  in  the  hands  of  employes,  and  that 
the  same  shall  be  specifically  charged  to  them. 

.The  system  should  not  be  restricted  to  tools,  but  should 
be  applied  to  articles  of  every  kind,  lanterns,  brooms,  axes, 
etc. 

When  tools  are  shipped  away,  a  receipt  should  be  re- 
turned by  the  receiver,  so  that  the  sender  may  be  sure  that 
the  property  has  reached  its  destination. 

In  sending  tools  back  and  forth  for  repairs,  no  formality 
is  necessary,  except  such  as  may  be  needed  to  insure  their 
reaching  their  destination  quickly.  Many  devices  are  em- 
ployed for  this  purpose.  Sometimes  the  p-operty  is  way- 
billed;  in  other  cases  it  is  checked  like  baggage;  again  a  tag 
is  attached.  It  depends  on  the  nature  of  the  material.  A 
good  plan  for  a  single  article  shipped  by  baggage  car  is  to 
attach  a  metal  check  with  the  address  of  both  sender  and 
receiver;  thus,  the  token  may  be  used  in  both  directions  and 
for  many  times. 

More  or  less  care  is  required  to  be  exercised  to  prevent 
loss  of  tools  in  passing  back  and  forth.  My  attention  has 
been  called  to  a  device  for  track  tools  that  is  highly  recom- 
mended for  its  simplicity  and  effectiveness:  "Each  section 
foreman  is  provided  with  a  strong  iron  ring,  made  so  that  it 
can  be  bolted  together;  to  this  ring  is  attached  a  copper  tag 
stamped  with  the  number  of  section  and  name  of  station. 
The  section  foreman  strings  his  tools  on  this  ring  when  he 
desires  them  to  be  repaired  and  sends  them  to  the  shop.  A 
small  attachment  enables  him  to  send  his  wrenches  on  the 
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ring.  For  crowbars  a  strong  brass  band,  stamped  In  the  same 
manner,  is  provided.  This  is  a  much  better  way  than  sending 
the  tools  tied  together  with  string."  The  same  person  sug- 
gests a  rack  fixed  upon  springs  in  which  to  ship  lamps  and 
lamp  globes  back  and  forth  on  the  line  without  the  labor  of 
packing  or  risk  of  breaking.  The  devices  for  shipping  im- 
plements and  tools  would  fill  a  chapter. 

The  methods  enforced  by  the  English  companies  for  in- 
suring faithfulness  and  care  in  the  use  of  tools  are  very 
sweeping.  I  cannot  do  better  than  embody  the  most  perti- 
nent here.  They  are  worthy  of  careful  study.  They  are  as 
follbws: 

"Every  mechanic  must  be  provided  with  such  tools  as  are 
usual  in  his  trade,  and  his  chest  will  be  examined  by  the 
foreman  when  the  workman  leaves  the  service.  Every  man 
will  be  required  to  see  that  each  of  his  shop  tools  bears  the 
initials  of  the  company  and  his  own  private  mark.  Every 
man  borrowing  tools  from  another  must  be  careful  to  return 
them  immediately  they  are  done  with.  A  list  of  each  man's 
tools  will  be  kept.  When  any  workman  requires  a  new  tool, 
he  must  apply  to  his  foreman  for  it,  who,  if  it  be  necessary, 
will  either  supply  it  or  give  instructions  for  it  to  be  made. 
All  new  tools  must  be  given  to  the  men  requiring  them  by 
their  foreman,  who  will  receive  those  they  are  Intended  to 
replace,  and  no  tools  must  be  made  or  obtained  without  such 
authority.  Any  man  using  taps,  dies,  rimers,  gauges  or  tem- 
plates must  see  that  when  done  with,  they  are  immediately 
returned  in  the  same  condition  as  when  received  to  the  per- 
son appointed  to  take  charge  of  them.  His  not  calling  the 
attention  of  that  person  to  any  defects  or  damage  at  the 
time  he  receives  them,  will  be  considered  a  suffic'ent  proof 
that  they  were  then  in  good  order;  and  if  any  of  them 
should  be  lost,  the  man  to  whom  they  were  delivered  will 
be  held  responsible.  Private  tools  are  not  allowed  to  be  made 
in  the  shops,  under  penalty  of  instant  dismissal.  Any  man 
on  leaving  the  service  of  the  company  will  not  be  paid  his 
wages  until  he  has  delivered  up  to  his  foreman  the  key  of 
his  drawer  or  tool  chest,  and  the  quantity  of  tools  charged 
against  him,  to  the  satisfaction  of  the  person  authorized  to 
receive  the  same. 

"A  lock  and  key  will  be  supplied  lo  each  man's  tool  box 
and  drawer,  in  the  first  instance,  which  must  be  kept  in  a 
proper  state  of  repair  afterward  by  the  person  to  whom  it  is 
given  up.  Any  person  losing  the  key  of  such  lock  must  re- 
place it  at  his  own  expense;  and  any  man  breaking  open 
another  man's  drawer,  box  or  lock  of  any  kind  will  subject 
himself  to  dismissal.  No  workman  will  be  allowed  to  take  out 
of  the  works  any  tools  or  materials,  unless  they  are  specified 
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by  his  foreman  upon  the  pass,  and  the  number  of  pieces 
stated.  All  passea  must  be  left  with  the  gatekeeper,  who  is 
required  to  take  an  account  of  all  material  of  any  kind  which 
passes  from-  the  works  through  his  gate.  All  tools  and  im- 
plements required  for  the  repair  of  the  line  must,  when  not 
in  use,  be  kept  locked  up  in  a  building,  or  In  boxes,  for  the 
security  of  which  each  foreman  or  ganger  on  his  own  length 
of  line  is  responsible.  When  a  man  leaves  the  service  he 
must  immediately  deliver  up  his  uniform  and  all  other  arti- 
cles belonging  to  the  company.  Any  money  that  may  be  due 
for  wages  to  any  man  leaving  the  service  will  not  be  paid 
until  the  clothing,  book  of  rules,  lamps,  flags,  tools,  detona- 
tors, and  all  other  articles  the  property  of  the  company, 
which  may  have  been  supplied  to  him,  shall  have  been  de- 
livered up.  If  not  delivered  up,  or  if  any  article  be  missing 
or  damaged  by  improper  use,  the  cost  of  such  article  or  the 
repair  of  such  damage  shall  be  a  debt  due  from  the  man  to 
the  company,  and  may  be  deducted  from  any  pay  then  due, 
and  If  such  pay  be  found  Insufficient  to  meet  the  claim,  will 
become  a  debt  recoverable  at  law.  As  regards  the  engineer- 
ing department,  the  tools  used  by  platelayers  are  In  charge 
of  the  various  way  inspectors,  and  must  be  replaced,  when 
required,  in  accordance  >  with  instructions.  Stock  must  be 
taken  at  the  end  of  each  half  year,  when  each  ganger  must 
give  an  account  of  the  tools  in  use  on  his  length,  which 
report  must  be  certified  to  by  the  permanent  way  inspector 
and  sent  to  the  storekeeper.  With  respect  to  tools  supplied 
to  workmen  employed  In  the  permanent  way  shops,  each 
workman  is  provided  with  a  drawer  or  cupboard,  with  lock 
and  key;  the  drawer  and  key  must  be  nimibered,  and  all  the 
tools  used  by  the  man  to  whom  the  drawer  or  cupboard  is  ap- 
propriated must  be  marked  with  the  same  number  and  stamped 
with  the  name  of  the  company.  The  man  will  be  held  re- 
sponsible for  all  such  tools,  and  in  case  of  loss,  the  amount 
will  be  deducted  from  his  wages.  With  regard  to  the  loco- 
motive department,  each  man  engaged  In  the  working  of  en- 
gines, etc.,  receives  a  proper  equipment  of  tools,  and  is  held 
responsible  for  the  care  and  custody  of  the  same.  When  an 
engine  is  sent  into  the  shops  for  repairs,  the  driver  must 
hand  in  the  tools,  etc.,  and  if  they  are  found  to  be  complete 
and  in  good  order  a  receipt  will  be  given  by  which  he  can 
claim  the  tools  when  the  engine  is  again  ready  for  work.  If 
any  irregularity  is  discovered,  the  case  will  be  dealt  with  by 
fine  or  otherwise.  The  regulations  in  force  in  connection 
with  the  tools  supplied  to  workmen  employed  in  the  loco- 
motive shops  are  similar  to  those  which  apply  in  the  shops 
belonging  to  the  engineering  department.  Permanent  way 
materials  are  supplied  through  the  chief  storekeeper.  As  soon 
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as  they  are  delivered  on  the  ground,  they  are  in  charge  of 
the  permanent  way  inspector  of  the  length  where  delivered. 
£:ach  inspector  is  charged  from  the  divisional  office  with  the 
material  supplied  to  him.  He  is  also  credited  with  all  that 
is  used,  a  daily  record  of  which  must  be  kept  by  the  gangers 
under  him,  and  sent  to  the  divisional  office  fortnightly.  Stock 
of  all  material  must  be  taken  every  six  months,  and  by  com- 
paring the  stock  on  hand  with  the  amount  charged,  the  slight- 
est difference  will  be  detected,  if  any,  in  each  inspector's  stock. 
In  the  case  of  small  stores,  they  must  be  kept  in  the  small 
stores  depots,  of  which  there  are  three  on  each  division,  and 
requisitions  for  daily  consumption,  as  required,  must  be  sent 
by  the  inspector  to  the  storekeeper.  Stock  mast  be  taken  of 
these  small  stores  every  six  months,  and  the  amount  on  hand 
checked  with  the  book  balances.  With  respect  to  tools  sup- 
plied to  workmen,  they  must  be  supplied  by  the  storekeeper 
upon  an  order  from  the  inspector.  Stock  must  be  taken  of  all 
tools  every  six  months,  so  that  it  may  be  ascertained  if  any 
are  not  accounted  for.  Workmen  must  make  good  any  tools 
intrusted  to  them  which  they  may  lose." 


CHAPTER  XV. 

KINDS  OF  FUEL:   THEIR  UTILITY,  ACQUISITION,  CARE 
AND  USE.* 

[Note. — In  railway  phraseology  material  is  designated  separately 
from  fuel.  However,  when  I  speak  of  material  or  supplies  I  also  include 
fuel.] 

The  deterioration  of  wood  commences  as  soon  as  it  is  sea- 
soned after  being  cut.  Each  day  thereafter  detracts  some- 
thing from  its  heat  producing  qualities.  The  process  of  decay 
is  not  the  same  with  all  woods.  Moreover,  it  is  great  or  small 
according  as  they  are  exposed  to  the  elements  or  not. 

Coal  has  greater  heating  capacity  than  wood.  Alexander 
Watt  says  that  the  heat  disengaged  during  consumption  is 
double  that  of  wood.  He  does  not.  however,  tell  us  the  quality 
of  coal  used  in  making  his  tests  or  the  kind  of  wood.  Without 
this  information,  his  figures  are  more  Interesting  than  valu- 
able.' 

The  rapid  and  general  use  of  coal  for  locomotives  has  made 
the  value  of  wood  as  a  fuel  largely  speculative  in  most  locali- 
ties.   However,  some  roads  still  use  wood. 

In  Mexico,  the  hardy,  scraggy  mesquite  is  used  where  it 
can  be  procured.  It  is  also  better  for  ties  than  any  other  wood 
in  that  country. 

Some  of  the  roads  operating  In  the  great  timber  districts 
of  the  United  States  still  use  wood  for  fuel.  The  cost  per  cord 
delivered  on  the  track  is  very  low.  But  to  this  must  be  added 
the  expense  of  sawing,  transferring,  piling,  etc. 

Valuable  woods  for  heating  purposes  are  hard  maple,  hick- 
ory, beech,  hemlock,  ash,  oak,  and  so  on. 

Maple  may  be  used  to  advantage  before  being  entirely  sea- 
soned. 

The  resin  in  hemlock  makes  it  a  desirable  fuel. 

Hickory  is  one  of  the  best  of  woods,  but  unfortunately  is 
rare. 

Desirable  wood  can  be  procured  only  in  limited  quantities. 
It  is  necessary  to  eke  out  the  supply  with  inferior  qualities. 

Some  woods  are  so  affected  by  moisture  that  a  heavy  dew 
renders  them  unfit  for  use  until  they  have  had  time  to  dry. 

Certain  kinds  of  wood  dry  so  slowly  that,  when  corded,  the 


*  The  use  of  oil  for  fuel  is  treated  of  in  another  volume  of  this  series. 
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outer  layers  decay  before  the  interior  of  the  pile  is  seasoned. 

Swamp  elm  will  not  cure  at  all. 

Many  kinds  of  wood  have  little  more  heating  capacity  than 
paper,  and  are  thrown  aside  by  firemen,  as  is  the  slate  found 
in  coal. 

The  substitution  of  coal  for  wood,  while  it  has  not  reduced 
cost  in  every  case,  has  much  simplified  the  question  of  fuel 
supply,  rendering  it  possible  for  the  bulk  of  our  railway  com- 
panies to  procure  what  they  require  from  day  to  day.  They 
need  only  keep  on  hand  over  and  above  current  wants,  such 
supply  as  is  necessary  to  meet  the  contingencies  of  blockades, 
strikes,  delays,  and  other  accidents  of  business.  The  amount 
will  vary.  Some  companies  find  it  advantageous  to  lay  in  a 
winter's  supply  in  advance;  others  a  more  limited  amount. 
Practices  are  not  uniform. 

Where  wood  is  used,  a  large  supply  must  be  kept  on  hand, 
as  the  cost  of  cutting  and  hauling  is  much  cheaper  at  one  sea- 
son of  the  year  than  another,  while  a  considerable  time  is 
required  to  season  it  for  use. 

All  kinds  of  bituminous  coal  commence  to  deteriorate  in 
heat-producing  qualities  as  soon  as  mined.  The  loss  varies 
according  to  quality  and  climate.  If  properly  protected,  depre- 
ciation is  generally  slow;  in  some  cases  merely  nominal  for  a 
considerable  period. 

Coal  contains  more  or  less  moisture.  It  is  not  absorbed 
from  the  atmosphere,  but  is  inherent. 

Some  kinds  of  coal  are  so  damp  when  taken  from  the 
ground  as  to  be  unfit  for  use  until  dried. 

In  high  altitudes,  where  the  weather  's  warm  and  dry,  the 
disintegration  of  bituminous  coal  is  so  rapid  as  to  destroy  its 
value  within  a  few  weeks  after  being  mined.  Throughout  the 
greater  part  of  the  United  States  and  Europe,  however,  disin- 
tegration is  comparatively  slow.  In  fact,  the  length  of  time 
soft  coal  may  be  preserved  depends  largely  upon  the  care 
taken  to  protect  it. 

When  the  mass  is  sufiiciently  great  to  preserve  the  interior 
from  atmospheric  action,  the  deterioration  is  still  less. 

If  bituminous  coal  is  left  exposed  to  storms,  the  deteriora- 
tion is  immediate  and  rapid,  multiplying  in  intensity  with  the 
lapse  of  time.  A  gentleman  thoroughly  familiar  with  its  use 
writes  me  as  follows: 

"Opinions  differ  in  regard  to  the  depreciation  of  bitumi- 
nous coal,  even  among  those  who  handle  it  daily,  and  when 
called  upon  to  state  the  percentage  of  depreciation,  the  most 
surprising  differences  are  noticed.  Much  depends  upon  the 
weather.  If  in  midwinter  the  air  is  dry  and  steadily  cold,  the 
loss  will  not  be  so  great  as  it  would  be  if  there  were  light 
snow  or  rain  with  occasional  sunshine.  *In  summer,  rain  and 
sunshine  accelerate  destruction.    I  was  Inclined  at  first  to  say 
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that  the  loss  of  coal  for  one  month,  if  properly  sheltered, 
would  be  nothing  during  the  summer  season.  This  is  not 
true,  however.  There  is  a  loss  sustained,  even  during  so  short 
a  period,  not  so  much  from  atmospheric  depreciation,  how- 
ever, as  from  handling.  It  is  flifst  thrown  from  the  cars  into 
the  stock  shed.  If  the  shed  is  one-half  full  or  more,  it  must 
then  be  thrown  to  the  back  side  of  the  shed.  When  needed 
for  use,  it  must  be  shoveled  into  a  bucket  before  being  thrown 
into  the  tender.  Under  this  handling  the  coal  rr^pidly  disin- 
tegrates, and  the  result  is  that  more  or  less  of  it  crumbles  into 
dust.  I  place  the  depreciation  of  bituminous  coal  at  eleven 
per  cent,  for  six  months  when  exposed,  and  at  eight  per  cent, 
when  not  exposed.  Recently,  in  cleaning  up  a  coal  shed,  I 
'ound  the  loss  to  be  as  stated.  The  coal  was  badly  slacked, 
and  when  used  went  through  the  fire  box  and  flues  like  so 
much  chaff.  The  harder  an  engine  is  worked,  the  more  diffi- 
cult it  is  to  keep  the  slacked  coal  (dust)  in  the  fire  box.  In 
many  cases  it  does  not  ignite  at  all,  or  ignites  as  it  is  passing 
through  the  smokestack,  or  even  after  it  has  left  the  latter. 
The  heating  capacity  of  such  fuel  is  merely  nominal  under 
the  most  favorable  circumstances."* 

As  he  states,  the  ratio  of  depreciation  is  a  subject  of  dis- 
pute. No  two  agree.  I  am  inclined  to  think  that  he  under, 
rather  than  over,  estimates  the  loss.  However,  his  experience 
and  observation  make  his  estimate  of  value.  If  the  tabic 
could  be  continued,  it  would  be  found  that  depreciation  was 
much  more  rapid  after  six  months  than  before. 

When  we  consider,  the  relation  that  cost  of  fuel  bears  to 
total  cost  of  operating  a  railroad,  the  importance  of  the  loss 
from  depreciation  becomes  manifest.  It  is  a  constant  re- 
minder to  the  officials  of  railroads  of  the  necessity  of  keeping 


*  He  submits  a  table  in  which  he  estimates  the  weather  waste  of 
bituminous  coal  at  Chicago  as  follows: 


TIME. 

SUMMER. 

WINTER. 

SXPOIKD. 

UNOBR  COrSB. 

BXP08XD. 

UNDER  COVBB. 

One  month. 
Two  months. 
Three    ** 
Four      " 
Five       - 
Six 

Two  per  cent. 

Three  and  a 
half  percent. 

Four  and  a 
half  per  cent. 

Six        **     " 

El^ht    "     " 
Eleven  "     " 

Very  little. 

Two  per  cent. 

Three  and   a 
half  percent. 
Five  per  cent. 

SU  and  a  half 

per  cent. 
Fijrht  per  cent. 

Three  or  Four 

per  cent. 
Four  and  a  half 

per  cent. 
Five  and  a  half 

per  cent. 
Six  and  a  half 

per  cent. 
Seven  and    a 

half  ptT  cent. 
Ten  per  cent. 

None. 

Very  little. 

Two  and  a  half 

per  cent. 
Four  per  cent. 

Five    "       •• 

Wx      "       " 
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the  supply  on  hand  as  small  as  possible,  and  of  throwing 
around  the  stock  every  possible  safeguard. 

In  reference  to  the  qualities  of  coal  and  their  condition 
under  different  circumstances,  the  following  communication* 
affords  much  interesting  information: 

''In  regard  to  the  weathering  or  depreciation  in  value  of  coal 
after  it  is  mined,  there  is  but  a  small  amount  of  reliable  infor- 
mation. To  carry  on  such  an  investigation  as  would  yield 
accurate  results  requires  a  great  deal  of  time,  and  but  few 
chemists  have  ever  undertaken  the  task.  Most  of  the  investi- 
gations, the  results  of  which  have  been  published,  were  car- 
ried on  by  German  chemists  at  the  German  universities.  By 
the  term  weathering  or  weather  waste  of  coal  is  meant  the 
deterioration  in  value  which  coal  undergoes  when  exposed  to 
the  air  under  various  circumstances.  This  deterioration  is  due 
to  the  action  of  the  oxygen  of  the  air  upon  the  carbon  and 
hydrogen  of  the  coal,  and  also  to  the  decomposition  of  the 
impurities  of  the  coal,  chiefly  iron  pyrites,  which  are  always 
found  in  greater  or  less  quantity  mingled  with  the  coal. 

"The  composition  of  bituminous  and  anthracite  coal  varies 
greatly.t  When  coal  is  exposed  to  the  air,  the  chemical 
changes  which  take  place  are  as  follows:  The  coal  absorbs 
oxygen  from  the  air.  A  portion  of  this  oxygen  combines  with 
a  portion  of  the  carbon  of  the  coal,  forming  carbonic  acid 
gas;  another  portion  of  the  oxygen  unites  with  part  of  the 
hydrogen,  forming  water;  another  portion  of  the  oxygen  com- 
bines with  various  organic  parts  of  the  coal  and  the  remain- 
der is  used  by  the  iron  pyrites,  and  forms  oxides  of  iron  and 
sulphuric  acid.  This  acid  at  once  unites  with  any  lime,  clay, 
etc..  which  is  present,  and  is  soon  washed  out  if  the  coal  is 
exposed  to  the  weather,  but  appears  as  white  streaks  if  che 
coal  is  kept  under  cover.  The  effect  of  weathering  is  to 
diminish  the  carbon  and  hydrogen  and  increase  the  oxygen  in 
the  coal.  The  organic  or  combustible  part  of  the  coal  is 
decreased,  and  the  ash  or  inorganic  part  is  increased.  The 
heating  power  of  the  coal,  and  consequently  its  value,  is 
thereby  diminished,  and  when  the  coal  contains  more  than  a 
trace  of  iron  pyrites,  disintegration  or  slacking  takes  place 
owing  to  the  fact  that  the  products  of  the  oxidation  of  the 
pyrites  occupy  greater  space  than  did  the  pyrites,  and  In  a 

*  From  O.  M.  DaTidson,  Analytlwal  Chemist  (for  which  I  am  much 
indebted). 

•♦•  BITUMINOUS.         AnTBRACm. 

Carbon 76to80<  WtoWi 

Hydrogen 5to  6^  1  to  8*^ 

Nitrogen 1  to  2"  Ito  8" 

Oxygen    4tol0"  1  to  8" 

Sulphur 0.4to  8"  

Ash  8tol0"  8to  4i 


CARE  AND  USE  OF  FUEL.  141 

short  time  the  value  of  the  coal  is  very  much  diminished.  The 
deterioration  of  coal  due  to  the  action  of  the  oxygen  is  in- 
creased by  elevation  of  temperature,  and  takes  place  even 
when  the  coal  is  dry.  The  deterioration  due  to  the  oxidation 
of  pyrites  requires  the  presence  of  moisture.  Hence  the  great- 
est deterioration  of  coal  occurs  when  it  is  exposed  to  the 
action  of  the  weather  during  the  hot  months,  and  the  least 
deterioration  when  it  is  under  cover  during  the  cold  months. 
Prof.  Grundmann,  of  Tarnowltz,  by  analyzing  coal  before  and 
after  exposure  to  all  conditions  of  weather,  in  a  pile  of  about 
three  hundred  tons,  found  a  loss  of  volatile  matter  of  58  per 
cent,  in  nine  months.  Another  sample  of  the  same  coal  pro- 
tected from  rain  and  snow  lost  43  per  cent,  in  nine  months. 
Both  samples  lost  their  power  of  coking  in  two  or  three 
months.  He  found  that  the  decomposition  takes  place  in  the 
middle  of  the  pile  the  same  as  on  the  surface,  and  that  the 
rate  of  deterioration  reached  its  maximum  about  the  third  or 
fourth  week,  and  that  one-half  the  total  oxygen  absorbed  was 
absorbed  during  the  first  fourteen  days.  He  also  states  that 
coal  poor  in  oxygen  absorbs  it  most  rapidly.  Coal  which  he 
examined  when  freshly  mined  and  found  would  make  good 
coke,  after  exposure  either  would  not  coke  at  all,  or  made  a 
very  poor  quality  of  coke.  Prof.  Varrentrapp,  of  Brunswick, 
found  by  his  investigations  that  the  oxidation  of  coal  takes 
place  rapidly  at  ordinary  temperatures  when  moisture  is  pres- 
ent. He  found  the  weather  waste  in  some  cases  amounted  to 
33  per  cent,  and  in  one  instance  decreased.  45  per  cent,  in  gas 
yielding  qualities  and  47  per  cent,  in  heating  power,  while  the 
same  coal  kept  under  cover  lost  in  the  same  time  24  per  cent, 
for  gas  purposes  and  12  per  cent,  for  heating  purposes.  These 
experiments  were  made  with  German  bituminous  coal.  In 
regard  to  the  weathering  of  anthracite  coal,  I  find  that  the 
general  opinion  of  chemists  is  that  it  is  but  very  little  if  at 
all  affected  by  exposure  to  the  weather.  Lumps  of  anthracite 
have  been  examined  which  have  been  exposed  to  the  weather 
for  thirty  years  and  found  to  be  first-class  fuel.  In  regard  to 
the  effect  of  the  weather  on  bituminous  coal,  nearly  all  varie- 
ties deteriorate  to  a  great  extent  when  exposed  to  the  air. 
This  deterioration  is  greatly  favored  by  high  temperature  and, 
in  coals  which  contain  iron  pyrites,  by  moisture.  In  coals  free 
from  iron  pyrites  this  deterioration  seems  to  be  as  rapid  when 
the  co'hl  Is  dry  as  when  it  is  wet.  It  is  always  increased  in  all 
kinds  of  bituminous  coal  by  increase  of  temperature,  and  is 
more  energetic  when  the  coal  is  in  dust  or  slack,  especially 
when  it  is  accumulated  in  large  heaps  which  are  without  ven- 
tilation and  so  retain  nearly  all  the  heat  which  is  developed." 
The  quality  of  coal  from  no  two  mines  is  alike;  nor,  indeed, 
from  different  parts  of  the  same  mine.    These  differences  de- 
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stroy,  to  a  certain  extent,  the  value  of  tests  made  of  a  par- 
ticular coal,  so  far  as  they  apply  to  other  coals. 

Differences  in  the  quality  of  bituminous  coal  are  more 
marked,  probably,  than  with  most  other  materials.  Engineers 
tell  us  that  coal  from  a  particular  district  burns  easily  and 
uniformly,  and  is  a  good  steam  producer;  that  another  is  fair, 
but  not  so  good;  that  another  contains  too  much  sulphur;  that 
another  is  lacking  in  vitality;  that  another  has  so  much  slate 
as  to  be  worthless;  that  another  is  too  damp,  and  so  on. 

The  great  value  of  the  practical  knowledge  that  engineers 
and  firemen  have  of  the  fuels  they  use  is  well  known  by  rail- 
way companies,  and  is  taken  advantage  of  to  the  utmost  in 
buying  and  using. 

Many  railway  companies  make  systematic  efforts  to  in- 
struct their  enginemen  in  the  scientific  use  of  fuel;  in  the 
laws  of  combustion;  in  the  economical  generation  of  heat;  in 
the  effective  use  of  fuel  in  making  steam.  They  are  repaid  for 
their  efforts  by  material  reductions  in  the  cost  of  fuel  per  unit 
of  service. 

Coal  is  more  destructive  to  the  fire  box  of  a  locomotive 
than  wood,  because  of  the  sulphur  and  gases  it  contains.  The 
gas  is  greater  in  hard  than  in  soft  coal. 

The  peculiar  features  that  attend  the  use  of  different  kinds 
of  fuel,  and  the  fact  that  no  two  kinds  possess  the  same  heal- 
ing capacity  make  their  use  a  matter  of  experience  and  study. 
If  the  adaptability  of  a  fuel  is  not  known,  wastage  will  occur 
as  a  matter  of  course. 

When  the  kind  and  quality  of  fuel  is  the  same,  differences 
will  arise  on  account  of  differences  in  the.  ability  and  disposi- 
tion of  firemen.  It  is  estimated  that  there  is  thirty  per  cent, 
difference  between  a  good  and  a  poor  fireman  in  the  fuel  used. 
It  will  be  seen,  therefore,  how  important  it  is  that  a  company 
should  have  good  firemen,  should  be  able  to  distinguish 
between  good  and  poor  firemen. 

Those  familiar  with  such  matters  assert,  and  truly,  that 
each  engine  has  peculiarities  that  must  be  observed  in  firing, 
if  efficiency  and  economy  are  to  be  secured.  This  is  impos- 
sible, it  is  manifest,  if  firemen  are  constantly  changed  from  one 
machine  to  another.  Not  only  will  they  not  possess  requisite 
knowledge  of  their  work,  but  power  to  hold  them  responsible 
will  be  lessened,  and  in  many  instances  totally  wanting. 
Moreover,  under  such  circumstances  men  will  not  feel  the 
interest  in  their  work  that  they  would  if  it  were  carried  on 
more  systematically  and  with  a  more  intelligent  view  of  in- 
creasing their  knowledge  and  sense  of  attachment 

In  order  to  secure  the  highest  results  obtainable  in  the 
use  of  fuel,  scrupulous  observance  of  every  necessary  detail 
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must  be  practiced.     The  fireman  must  be  familiar  with  the 
fael  he  uses;  also  the  peculiarities  of  the  locomotive  he  fires. 

The  performances  of  firemen  should  be  studied  and  their 
efforts  compared,  not  generally  and  cursorily,  but  exhaustively 
and  minutely.  As  this  work  increases  in  extent  by  the  growth 
of  a  road,  there  will  be  a  disposition  to  neglect  many  details. 
It  must  not  be  forgotten,  however,  that  a  company  will  be  the 
loser  thereby. 

The  multiplication  of  engineers  and  firemen  upon  a  rail- 
road should  be  attended  by  the  multiplication  of  methods  of 
supervision.  Upon  a  small  road  the  work  may  be  done  by  the 
manager  or  master  mechanic,  but  when  the  time  of  these  offi- 
cials is  otherwise  fully  occupied,  the  duty  must  be  delegated 
to  others  and  must  keep  pace  with  its  volume  and  importance. 

More  or  less  of  the  heat  energy  of  fuel  escapes.  This  must- 
be  prevented  so  far  as  possible.  The  economical  use  of  fuel 
depends  on  men  and  machines.  A  storekeeper  whose  oppor- 
tunities of  observation  are  extensive,  writes  me  in  regard  to 
the  use  of  fuel,  as  follows: 

"A  vast  quantity  of  fuel  is  wasted  through  imperfect 
knowledge  of  the  art  of  firing.  How  to  teach  men  to  extract 
the  greatest  amount  of  heat  from  the  least  amount  of  fuel, 
and  put  in  practice  such  knowledge,  is  a  thing  that  suggests 
itself  to  every  railroad  manager.  I  would  suggest  the  appoint- 
ment of  an  officer  who  understands  the  principles  of  combus- 
tion, and  who  is  endowed,  moreover,  with  the  faculty  of  teach- 
ing and  influencing  others.  It  should  be  the  sole  duty  of  this 
man  to  instruct  employes  in  the  use  of  fuel  and  oil;  to  make 
the  work  his  exclusive  study.  Not  only  should  men  be  ver- 
bally instructed  in  the  use  of  fuel,  but  they  should  be  pro- 
vided with  a  concise  formula  setting  forth  the  principles. 
These  formulas  should  not  only  be  learned  by  those  who 
actually  perform  the  work,  but  by  those  whose  duty  it  is  to 
employ  such  men  or  supervise  their  work." 

In  the  economy  of  fuel  the  engineer  plays  a  part  as  impor- 
tant as  the  fireman.  His  method  of  using  steam  economically, 
feeding  the  water  to  his  boiler,  and  so  on,  have  a  marked 
effect  on  the  amount  of  fuel  used.  The  fireman,  to  be  efficient, 
must  understand  the  principles  of  combustion;  must  appre- 
ciate the  importance  of  a  proper  supply  of  air  to  his  fires; 
must  be  careful  not  to  allow  the  grates  to  become  choked  with 
cinders  and  clinkers.  So  important  are  these  facts  that  some 
railroads  have  adopted  a  regulation  by  which  half  of  the  sav- 
ing in  fuel  effected  by  the  care  of  the  engineer  and  fireman  \s 
divided  between  them.  The  amounts  thus  paid  are  consider- 
able. Not  only  are  the  results  arrived  at  valuable,  but  an 
incidental  advantage  is  also  secured,  namely,  the  abatement  of 
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the  smoke  nuisance,  which  is  largely  the  r£sult  of  Imperfect 
firing.* 

Fuel  is  the  most  difficult  of  all  material  to  care  for;  its  gen- 
eral use  by  the  community  makes  its  possession  a  matter  of 
common  concern.  But  if  it  were  never  stolen  except  by  those 
actually  suffering,  its  loss  would  be  less  aggravating.  Unfor- 
tunately this  is  not  the  case.  From  the  time  it  leaves  the 
mine  until  used,  it  is  subject  to  the  depredations  of  pilferers. 
It  is  thrown  from  the  cars  while  en  route,  and  is  surrepti- 
tiously taken  from  the  yards,  storehouses  and  locomotive  ten- 
ders. Nowhere  is  it  safe  for  a  moment  except  within  secure 
inclosures.  These  facts  are  thoroughly  understood,  but  lack 
of  proper  facilities  for  storing  renders  it  impossible  to  avoid 
loss  in  many  cases. 

When  wood  was  more  generally  used,  the  poverty  of  the 
companies  and  the  enormous  supply  required  to  be  kept  on 
hand  rendered  it  impossible  to  place  it  within  secure  houses 
or  yards.  Better  provision  is  possible  for  coal.  A  certain 
percentage  of  loss  occurs,  however.  This  loss  is  sufficient  in 
many,  perhaps  the  majority  of  cases,  to  warrant  the  construc- 
tion of  secure  storehouses  or  the  employment  of  watchmen. 

The  general  disposition  evinced  to  erect  secure  buildings 
where  only  sheds  and  open  yards  before  existed,  is  an  evi- 
dence of  the  appreciation  of  the  subject  by  railway  companies. 

The  fuel  supply  of  a  railroad  should  be  quite  as.  Inaccess- 
ible to  the  publi?  as  its  other  material.  The  annual  expense 
for  maintenance  and  interest  on  buildings  that  this  will  in- 
volve will  be  slight  compared  to  the  losses  that  will  occur 
where  precautions  are   neglected. 

Coal  has  many  advantages  over  wood  besides  those  I  have 
mentioned.  It  is,  as  a  rule,  cheaper;  is  not  so  subject  to  the 
danger  of  fire;    is  more  compact,  and  simpler  to  account  for. 

Wood  involves  exceptional  expenses  for  inspection,  super- 
vision, depreciation,  handling,  accounting,  etc. 

The  cost  of  fuel  forms  a  large  percentage  of  the  expenses 
of  a  railroad.  It  is  increased  or  lessened  according  to  the  in- 
telligence and  fidelity  exercised  in  purchasing,  caring  for  and 
using.  Much  thought  has  been  given  its  use.  Employes  have 
been  stimulated  in  every  way  to  exercise  economy.  In  many 
cases  rewards  are  offered  for  those  who  show  the  greatest  in> 
telligence  and  care. 

In  order  to  determine  the  measure  of  economy  exercised  by 
employes,  careful  comparisons  should  be  made  of  fuel  used  on 
different  locomotives  for  the  same  month  and  for  the  same 
line  and  for  different  lines.  Comparisons  should  also  be  mado 
of  the  consumption  of  the  same    locomotives    for    different 

•  The  duties  of  firemen  are  more  fully  referred  to  In  another  toI- 
ume  of  the  "Science  of  Railways"  series  relating  more  particularly  to 
Bucli  matters. 
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months.  Similar  comparisons  should  be  made  for  the  fuel 
used  at  stations,  in  cars  and  elsewhere;  wherever,  in  fact, 
conditions  are  similar  or  the  zeal  of  operatives  may  be  in- 
creased thereby. 

The  method  of  buying  and  handling  fuel  varies  according 
to  the  experience,  talent  and  prejudices  of  men.  Thus,  upon 
some  lines  it  will  be  handled  wholly  by  operatives;  upon 
others,  the  work  will  be  done  wholly  by  contract.  Both  meth- 
ods have  their  advocates,  and  are  successful  according  to  the 
measure  of  intelligence  and  energy  exercised. 

In  reference  to  the  custodianship  of  fuel:  that  at  stations  is 
very  generally  intrusted  to  the  care  of  the  agent;  at  shops 
and  elsewhere,  to  the  storekeeper.  The  supply  of  fuel  that  a 
company  must  keep  ii\  stock  will  depend  upon  circumstances. 
If  necessary  to  lay  in  a  supply  ahead,  requisitions  should  be 
made  far  in  advance,  so  that  provision  may  be  made  for  buy- 
ing and  shipping  to  the  best  advantage.  A  greater  stock  of 
fuel  should  never  be  carried  than  circumstances  render  nec- 
essary. The  loss  from  depreciation,  if  nothing  else,  would 
render  such  a  course  the  best 

The  cost  of  handling  coal  and  the  attendant  waste  and 
depreciation  from  exposure  have  been  greatly  reduced  by  the 
use  of  elevated  and  mechanically  operated  coal  chutes,  from 
which,  with  the  minimum  amount  of  labor  and  loss  of  time, 
the  coal  is  dumped  on  to  the  tender  of  the  locomotive.  To 
further  lessen  waste  and  reduce  the  cost  of  unloading  the  coal 
from  the  car  to  the  chute,  the  track  is  elevated  to  the  level 
of  the  floor  of  the  shed  that  covers  and  protects  the  chutes. 


CHAPTER  XVI. 

REGULATIONS    ATTENDING    THE    STORAGE    AND    DIS- 
BURSEMENT OF  MATERIAL. 

Material  should  be  disbursed  only  on  orders  properly 
signed. 

Disbursements  should  take  cognizance  of  the  articles,  quan- 
tity, time,  manner  and  use. 

The  higher  the  degree  of  intelligence  and  interest  evinced 
by  the  disbursing  agent,  the  greater  the  care  in  ordering  and 
using. 

Orders  should  be  filled  under  the  direction  of  a  particu- 
lar person. 

Orders,  like  bank  checks,  should  be  filled  up  solidly,  no 
blank  spaces  being  left  for  subsequent  additions. 

Orders  should  be  delivered  before  the  material  is  taken 
from  the  store.  An  English  rule  provides  that  ''any  workman 
desiring  material  of  any  description,  including  deals,  planks, 
battens,  timber  or  scantling,  and  taking  them  out  of  the  yard 
without  first  making  application  for  them  at  the  office,  will  be 
discharged." 

Orders  should  specify  the  name  of  the  person  to  whom  the 
material  is  to  be  delivered,  and.  if  possible,  the  name  or  num> 
ber  of  the  workman  who  is  to  use  it.  An  effort  should  be 
made  to  particularize  the  transaction;  to  make  all  concerne^i 
feel  the  responsibility  that  attaches  to  their  actions. 

Orders  should  be  signed  by  the  foreman  and,  if  possible, 
countersigned  by  an  official  having  cognizance  of  the  facts; 
they  should  be  definite  as  regards  articles  and  quantity;  thus, 
they  should  not  read  for  "nails,"  but  should  specify  the  kind 
and  quantity.  Such  things  seem  trifling,  but  they  are  im- 
portant, and  matters  of  every-day  occurrence. 

Orders  should  specify  the  use  to  which  material  is  to  be 
put,  and  the  account  to  which  It  is  to  be  charged.  This  infor- 
mation is  necessary  for  writing  up  the  accounts.  It  is  also 
necessary  to  enable  the  storekeeper  to  judge  of  the  expediency 
of  an  order,  as  regards  quality  and  quantity. 

Orders  should  be  carefully  filed  and  preserved  by  the  store- 
keeper; they  form  the  basis  of  his  accounts,  and  Justify  his  ac- 
tion. 

In  distributing  material,  that  which  is  oldest  or  most 
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likely  to  decay  should  be  used  first;  this  is  especially  necessary 
with  lumber,  timber,  fuel,  and  similar  supplies. 

Those  having  charge  of  disbursements  should  be  familiar 
with  the  stock.  They  should  also  be  experienced,  if  possible, 
in  the  needs  of  the  service,  so  that  they  may  not  only  antici- 
pate its  wants,  but  judge  of  the  interest  and  care  that  is  exer- 
cised by  those  who  order  and  use  material.  It  is  desirable  that 
a  particular  man  should  be  assigned  steadily  to  this  worlL 
If  it  is  not  sufficient  to  give  him  constant  employment,  he  may 
be  assigned  other  duties,  but  this  should  take  precedence 
ov^r  everything  else. 

The  person  making  disbursements  should  be  skillful.  He 
should  not  only  be  familiar  with  the  use  of  material,  but  know 
how  to  load  it  into  cars,  and  pack  it  into  boxes  and  otherwise 
arrange  it.  When  such  work  is  performed  by  an  inexperienced 
person,  damage  is  likely  to  occur  from  imperfect  loading  or 
packing;  it  Is  also  unnecessarily  costly.  In  loading  goods  ref- 
erence should  be  had  to  unloading;  the  total  cost  should  be 
considered. 

Orders  for  material  should  be  carefully  scrutinized  by 
those  experienced  in  such  matters.  They  should  be  reduced 
to  the  minimum  in  every  instance. 

When  disbursements  are  in  excess  of  needs,  it  encourages 
careless  handling  and  improvident  use.  When  the  amount 
delivered  is  only  sufficient  to  cover  the  work  in  hand,  econom- 
ical use  is  necessary;  if  in  excess,  a  margin  is  left  for  waste. 

The  duty  of  storekeepers,  as  already  intimated,  does  not 
end  with  the  filling  of  the  order;  with  the  delivery  of  the 
material.  Their  duties  require  that  they  follow  it  into  the 
workshop;  into  the  hands  of  the  workmen;  to  see  that  it  is 
used  as  stated;  to  take  note  of  those  who  use  it  extravagant- 
ly; of  those  who  use  it  prudently.  They  must  remember,  too, 
that  it  is  as  necessary  that  the  latter  should  be  recognized 
as  that  the  former  should  be  punished.  Raw  supplies  dis- 
bursed for  use  in  the  manufacture  of  goods  remain  especially 
under  the  supervision  of  the  storekeeper.  It  is  his  duty  to 
look  after  them;  to  watch  their  disposition;  to  see  that  they 
are  accurately  accounted  for. 

In  shipping  supplies.  Ingenuity  must  be  exercised  to  do  so 
at  the  least  expense  and  inconvenience  to  the  company.  Thus, 
if  goods,  in  small  quantities,  are  to  be  shipped  by  freight  train, 
they  should  be  taken  to  the  station  and  waybilled  the  same 
as  freight;  if  in  car  lots,  they  may  be  loaded  at  the  storehouse 
if  more  convenient. 

When  material  is  shipped  to  local  points  in  small  quan- 
tities, it  should  be  forwarded  as  way  freight;  the  impolicy  of 
using  a  car  in  such  cases  is  apparent.  It  is,  however,  fre- 
quently done,  because  of  the  fact,  probably,  that  the  property 
belongs  to  the  company. 
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The  prudent  use  of  a  company's  equipment  is  all  important 
and  must  never  be  lost  sight  of. 

In  order  to  facilitate  petty  shipments  of  supplies,  store- 
keepers should  provide  themselves  with  suitable  boxes  and 
appliances.    These  they  may  use  over  and  over  again. 

Orders  for  material,  should  not  be  made  greater  than  neces- 
sary to  save  the  labor  of  frequent  shipping.  The  economical 
use  of  material  will  be  better  assured  if  the  supply  is  so  small 
that  the  person  using  it  is  constantly  reminded  of  the  scanti- 
ness of  the  store  and  the  necessity  of  its  being  carefully  hus- 
banded. 

The  number  of  storehouses  should  be  restricted  as  much 
as  possible. 

The  small  supplies  used  at  isolated  roundhouses,  local  car 
repair  stations,  and  similar  places,  can  be  accounted  for  to 
the  nearest  storehouse,  and  returns  to  headquarters  made 
therefrom.  There  is  no  occasion  for  establishing  petty  depots 
for   such   material. 

Undue  disbursements  of  material  prevent  accurate  knowl- 
edge of  the  amount  on  hand,  and  have  therefore  a  tendency  to 
swell  the  same. 

Material  is  nowhere  so  safe  as  when  in  charge  of  a  store- 
keeper. 

It  is  the  same  as  money;  when  received,  it  should  be  in- 
spected with  care;  when  in  store,  it  should  be  watched  with 
vigilance;  like  intelligence  should  attend  its  disbursement 

Neither  too  much  nor  too  little  should  be  given  out  A 
cashier  knows  that  if  he  pays  money  not  called  for  by  his 
voucher,  or  if  he  loses  the  latter  or  neglects  to  record  it,  his 
cash  will  not  balance.  This  is  also  true  of  the  storekeeper, 
except  that  in  the  case  of  the  cashier  his  balances  tally  to  a 
cent  if  proper  care  is  exercised,  while  in  the  case  of  the  store- 
keeper discrepancies  are  inevitable,  because  of  differences  in 
prices,  measurements,  averages,  etc.  But  if  he  exercises  care 
the  amount  of  the  discrepancies  will  be  trifling. 

In  disbursing  material  the  charge  should  be  on  the  safe  side, 
i.  e.,  it  should  be  enough,  but  not  excessive.  A  comparison  of 
the  inventory  at  the  close  of  the  year  with  the  balance  stand- 
ing to  the  debit  of  a  storekeeper  will  (after  making  allowance 
for  differences  in  prices,  measurement,  etc.)  afford  a  very  fair 
indication  of  the  care  and  intelligence  he  has  exercised. 

Every  company  should  if  possible,  have  a  general  store- 
bouse  from  which  material  may  be  supplied  to  lesser  store- 
houses as  needed.  It  will  also  serve  as  a  local  depot  Its  Judi- 
cious use  will  render  it  possible  to  reduce  the  supply  of  mate 
rial  to  the  minimum.  In  the  absence  of  such  a  depot,  the  dis- 
position will  be  general  for  every  storehouse  to  multiply  its 
necessities.    But  if  the  orders  of  local  storekeepers  can  be 
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filled  at  a  moment's  notice  from  a  (central  store  such  store- 
keepers can  be  made  to  restrict  their  orders  to  current  needs. 
They  will  not  only  have  no  motive  to  increase  their  stores  un- 
necessarily but  will  be  encouraged  to  decrease  them  so  as  to 
save  labor  and  responsibility. 

In  reference  to  the  disbursement  of  supplies  for  local  use 
at  night,  or  in  the  absence  of  the  storekeeper,  a  capable  and 
trustworthy  person  should  be  selected  to  perform  this  duty. 
He  should  be  governed  by  the  rules  and  regulations  applicable 
in  other  cases.  If  proper  forethought  is  exercised  there  will, 
however,  be  very  little  demand  for  such  supplies.  But  in  or- 
der to  meet  unavoidable  cases  provision  must  be  made.  Lub- 
ricants and  tools  for  locomotives  will  be  most  in  demand  at 
such  times.  A  good  plan,  in  the  latter  case,  is  to  provide  a 
cupboard  in  the  roundhouse  in  which  to  keep  an  assortment 
of  tools  for  use  as  required  but  which  may  not  be  disturbed 
without  the  return  of  the  old  tools,  or  compliance  with  the 
rules  governing  in  the  case. 

To  facilitate  the  easy  shipment  of  stores,  it  is  desirable 
that  there  should  be  a  track  on  each  side  of  the  storehouse, 
but  it  is  of  even  greater  importance  that  the  floor  of  the  store- 
house should  be  on  a  level  with  the  floor  of  the  car.  One 
man  can,  under  such  circumstances,  perform  as  much  labor  as 
two  men  under  other  conditions. 


CHAPTER  XVII. 

CARE    AND    STORAGE    OF    STATION    AND    TRAIN    SUP- 
PLIES. 

Many  of  the  articles  furnished  employes  are  of  so  little 
value  that,  considered  apart,  they  do  not  seem  to  justify  the 
cost  of  watching  over  them,  of  counting  and  inspecting,  of 
keeping  a  record  of  their  disbursement  and  use. 

Nor  are  the  benefits  of  such  watchfulness  at  first  appar- 
ent It  is,  however,  both  necessary  and  valuable.  Experience 
has  proven  this. 

We  must  take  cognizance  of  every  article  disbursed.  In 
some  cases,  notably  that  of  stationery,  the  value  of  the  article, 
considered  by  itself,  seems  not  to  justify  it.  But  the  aggre- 
gate value,  coupled  with  the  necessity  of  supplies  being  pru- 
dently used  and  carefully  guarded,  warrants  it,  even  if  the 
spirit  of  economy  it  inculcates  does  not.  This  is  true  of  the 
blanks  of  railways  as  much  as  it  is  of  more  costly  articles. 

In  distributing  articles  to  replace  others,  such  as  water 
buckets,  glasses,  dippers,  lanterns,  brooms,  inkstands,  erasers, 
cuspidors  and  kindred  property,  the  old  article  should  be  re- 
turned, as  required  in  the  case  of  tools  and  brasses  described 
elsewhere. 

The  rule  is  a  valuable  and  necessary  one. 

It  should  be  observed  wherever  the  return  of  the  old  ar- 
ticle will  prove  that  it  has  not  been  lost  or  misappropriated. 

The  rule  of  exchanges  is  a  simple,  inexpensive  and  prac- 
tical one;  one  that  everybody  can  understand  and  easily  live 
up  to.  Its  enforcement  will  ever  prove  instructive  and  val- 
uable. 

To  make  the  supervision  of  train  and  station  supplies 
effective,  an  account  should  be  opened  with  each  person  to 
whom  they  are  furnished. 

Orders  for  supplies  should  be  scanned  to  judge  of  the  econ- 
omy that  has  characterized  the  use  of  preceding  disburse- 
ments, as  well  as  the  propriety  of  the  present  request. 

An  account  in  dollars  and  cents  need  not  be  opened  with 
each  employe,  but  a  record  of  the  articles  should  be  kept  To 
facilitate  comparisons,  blanks,  instead  of  books,  may  be  used 
if  thought  better.  It  is  not  necessary  to  go  Into  elaborate 
bookkeeping.    The  method  of  keeping  the  account  should  l)e 
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made  subservient  to  the  purpose  it  is  designed  to  serve,  name- 
ly, to  see  that  orders  are  restricted  within  reasonable  limits, 
and  that  supplies  are  carefully  husbanded  and  used.  The  rec- 
ord is  of  no  value  further  than  this,  and  the  simpler  it  is,  the 
better. 

An  employe  should  not  be  able  to  order  articles  such  as  we 
are  treating  of  from  more  than  one  storekeeper.  Such  restric- 
tion will  simplify  supervision  and  heighten  responsibility. 

If  allowed  to  order  from  different  storehouses,  storekeep- 
ers should  be  required  to  report  their  disbursements  to  a  par- 
ticular official,  so  that  somewhere  a  full  account  may  be  kept 
of  the  supply  furnished  each  individual.  The  same  rule,  in 
fact,  should  be  observed  as  that  suggested  elsewhere  in  con- 
nection with  tools. 

Orders  for  station  and  office  supplies  should  cover  a  month's 
needs. 

In  the  case  of  stationery,  three  months'  supply  may  be 
ordered  to  advantage,  except  when  the  consumption  is  great. 

Orders  should  be  restricted  to  the  amount  that  can  and  will 
be  carefully  cared  for  and  economically  used. 

Careful  comparisons  of  supplies  consumed  should  be  made. 

In  the  case  of  fuel,  oil  and  similar  supplies,  the  known 
needs  of  the  person  making  the  erder  will  guide  the  store- 
keeper in  making  disbursements. 

Excesses  of  every  kind  should  be  promptly  repressed  or  in- 
vestigated. 

Reference  Is  made  elsewhere  to  the  plan  of  supplying  sta- 
tions with  oil  from  a  supply  car  sent  over  the  road,  with  an 
attendant,  monthly.  Petty  station  and  office  supplies  are  also 
distributed  from  the  car  (collecting  at  the  same  time  the  old 
and  worn-out  articles  in  exchange),  thus  completing  work 
quickly,  at  a  slight  expense,  that  otherwise  would  require  days, 
with  attendant  losses  and  wear  and  tear.  In  this  way  much 
labor  and  accounting  is  saved,  and  by  providing  racks  for 
lamp  chimneys  and  similar  articles,  the  boxing  and  packing, 
necessary  when  articles  are  shipped  in  packages  by  freight  or 
baggage,  is  avoided. 

The  value  of  articles,  tools  and  other  appliances  in  the 
hands  of  agents  and  conductors  is  so  great  as  to  warrant  the 
designation  of  a  person  to  look  after  them.  This  is  especially 
true  of  large  stations,  wrecking  trains,  and  dining  and  sleep- 
ing cars. 

In  the  case  of  car  tools  and  appliances,  the  frequent 
changes  among  trainmen  make  it  difficult  to  fix  responsibility 
for  property  of  this  nature.  It  is  frequently  overlooked  or  un- 
avoidably left  behind  in  the  case  of  accidents  and  detentions 
and  is  liable  at  all  times  to  be  stolen  without  anyone  being 
to  blame.    It  is  exceedingly  difficult  to  follow  the  use  of  train 
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tools  or  trace  their  loss.  But  reasonable  responsibility  may  be 
secured  by  inventorying  the  supply  at  the  end  of  each  trip. 
In  case  of  loss,  the  burden  of  proof  rests  on  the  person  in 
charge.  This  will  compel  him  to  examine  the  supply  turned 
over  to  him  by  his  predecessor  and  to  watch  it  while  in  his 
hands.  Both  of  these  things  are  as  necessary  to  the  safety  of 
the  public  as  they  are  to  the  careful  husbanding  of  a  com- 
pany's property. 

The  value  of  careful  accounting  and  a  rigid  enforcement 
of  the  system  of  exchanges  I  have  described,  applies  to  all 
classes  of  appliances;  to  the  cooking  utensils,  crockery,  sil- 
verware, napery,  and  other  appurtenances  of  dining  cars;  to 
the  food,  cigars  and  liquor  with  which  they  are  stocked;  to 
the  blankets,  linen,  toilet  articles  and  other  appliances  for 
sleeping,  drawing  room  and  business  cars;  to  the  tools  and 
accessories  of  wrecking  cars;  to  the  fuel,  oil,  stationery, 
trucks,  and  tools  in  use  about  stations;  to  the  implements  in 
the  hands  of  trackmen;  to  the  axes,  saws,  hammers,  coal 
buckets  and  lanterns  of  passenger  and  baggage  cars;  to  the 
switch  ropes,  jackscrews,  wrenches  and  other  implements  of 
caboose  cars;  to  hammers,  files,  chisels,  oil  cans,  packing 
hooks  and  other  articles  of  locomotives;  to  the  tools  of  car- 
penters and  machinists;  to  every  kind  of  portable  property, 
in  fact,  in  the  hands  of  employes.  The  number  of  articles 
would  fill  a  volume. 

I  shall  not  attempt  to  describe  minutely  methods  of  ac- 
counting. I  design  simply  to  lay  down  the  principles  that 
should  govern  and  indicate  generally  their  method  of  appli- 
cation. However,  it  must  not  be  forgotten  that  methods  must 
adapt  themselves  to  cases.  Thus,  a  system  of  returns  that 
will  prevent  loss  or  misappropriation  of  tools  in  the  hands  of 
machinists  would  require  considerable  elaboration  to  encom- 
pass the  needs  of  dining  cars,  where  the  utensils  are  much 
greater  in  number,  value  and  general  adaptability. 


CHAPTER  XVin. 

ARRANGEMENT      OF      SUPPLY      DEPOTS,      INCLUDING 
YARDS   FOR    CONSTRUCTION   MATERIAL. 

[Note. — Many  of  the  suggestions  contained  In  this  chapter  are 
applicable  to  common  storehouses  and  yards,  and,  in  so  far  as  this  is 
80,   should  govern.] 

The  facilities  a  construction  supply  depot  will  require  will 
depend  upon  the  amount  of  material  to  be  handled  and  the 
length  of  time  the  depot  is  to  be  used.  If  it  is  temporary,  and 
the  quantity  of  material  small,  the  facilities  may  be  simple  and 
inexpensive. 

In  many  things  depots  for  construction  supplies  are  the 
same  as  those  for  handling  operating  material.  The  regula- 
tions governing  the  latter  are  also,  generally,  applicable  to 
them. 

In  arranging  a  depot  for  construction  material,  the  office 
and  storeroom  for  small  supplies  should  be  located  so  that 
the  work  may  be  generally  overlooked  by  the  storekeeper  in 
charge. 

As  the  storehouse  and  office  will  be  only  temporary,  they 
should  be  constructed  with  that  view,  and  with  the  least  pos- 
sible damage  to  the  material  used  in  its  construction. 

In  arrangir?  tracks  for  distributing  material,  the  upper 
end  of  the  first  siding  may  be  used  for  storing  material  for 
buildings;  further  on  for  rails:  still  further  on  for  track 
fixtures,  arranged  and  classified,  with  a  view  to  being  loaded 
on  the  cars  with  the  rails.  The  second  side  track  should  be 
used  for  ties;  this  track,  and  those  beyond,  if  the  amount  of 
material  to  be  handled  is  small,  need  only  be  connected  with 
the  main  track  at  one  end;  when  the  space  between  the  first 
and  second  siding  is  filled  with  ties,  the  track  may  be  crowded 
over  and  another  rank  laid,  and  so  on.  Afterward,  as  fast  as 
a  rank  is  loaded  and  shipped,  the  track  may  be  crowded 
toward  the  center  again,  and  thus  the  material  may  be  re- 
loaded without  the  necessity  of  being  carried  far. 

Each  kind  of  tie  should  be  kept  separate. 

Switch  material,  including  frogs,  stands,  rods  and  head- 
blocks,  should,  so  far  as  possible,  be  kept  together  for  use 
simultaneously. 

Rails,  for  convenience  and  economy,  may  be  piled  on  racks 
made  of  ties;    the  foundation  must  be  solid  and  level. 
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If  the  amount  of  bridge  material  is  not  large,  it  may  be 
stored  at  the  lower  end  of  the  first  siding,  where  it  can  be 
put  in  shape  for  use  before  leaving  the  yard. 

In  storing  material,  different  dimensions,  sizes  and  kinds 
should  be  assorted  and  piled  by  themselves;  thus,  boards  or 
rails  of  unequal  length,  or  timbers  of  different  dimensions,  or 
ties  intended  for  different  purposes  or  locations,  should  not 
be  piled  together,  but  so  separated  that  each  may  be  conveni- 
eitly  reached  when  needed. 

If  sidings  incline  slightly  in  the  direction  cars  are  to  go 
after  being  loaded,  it  will  facilitate  moving  them  without  the 
aid  of  locomotives  and  cheapen  cost  of  handling. 

If  the  depot  is  located  at  a  point  where  sidings  are  not 
sufficient  for  switching  empty  and  loaded  cars,  it  will  be  neces- 
sary to  make  special  provision;  In  such  case,  a  track  may  be 
laid  parallel  with  the  main  track  and  between  it  and  the  first 
siding. 

In  shipping  such  material  as  ties,  rails,  switches  and  track 
fixtures,  the  exact  quantity  required  may  be  determined,  un- 
aided, by  the  storekeeper  in  advance.  Material  for  bridges 
and  buildings,  however,  will  require  specific  orders  in  each 
instance  as  regards  kind  and  quantity,  otherwise  waste  will 
ensue;  my  attention  has  been  called  to  an  effective  means  of 
handling  this  material:  the  engineer  in  charge  furnishes  the 
storekeeper  with  a  list  of  the  material  required  for  particular 
kinds  of  structures;  with  this  he  deposits  a  sketch  of  each 
kind  and  class  of  structure,  showing  it  when  completed; 
when  he  requires  material,  he  designates  the  diagram  af  the 
structure  wanted.  This  plan  enables  the  storekeeper  to  fill 
the  order  without  error  or  waste,  and  consequently  at  the 
minimum  cost;  to  send  timber  of  the  right  length  and  dimen- 
sions, and  in  the  right  quantity;  boards  of  the  right  kind 
and  amount,  and  so  on;  each  structure  is,  in  fact,  shipped 
complete,  supplies  tallying  exactly  with  the  wants  of  the 
builder.* 

Orders  for  material  should  be  addressed  to  the  storekeeper. 
He  should  also  be  furnished  with  copies  of  requisitions  when 
made;  should  know  when  supplies  will  be  needed;  the  prob- 
able time  of  their  receipt,  and  so  on.  He  must  also  know 
whether  they  are  to  be  unloaded  In  the  yard  or  sent  to  the 
front  as  received.  He  must,  in  fact,  with  the  engineer,  un- 
derstand all  the  details  conjiected  with  the  material  to  be 
used,  so  that  he  may  make  needed  arrangements  in  advance. 

The  necessity  for  forethought  and  energy  on  the  part  of  a 


*  The  reader  Is  referred  to  the  chapter  in  this  book  on  the  classi- 
fication of  construction  accounts;  also  to  the  volume  of  this  series  on 
constructing  and  maintaining  railways,  for  details  In  regard  to  construc- 
tion not  embodied  herein. 
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storekeeper  is  very  great  He  must  insure  the  arrival  of  ma- 
terial in  due  season  and  prevent  its  being  received  and 
shipped  to  the  front  without  inspection  and  entry  on  his 
books. 

He  must  see  that  material  is  unloaded  with  a  view  to 
economy  in  handling;  that  in  loading,  due  thought  is  given  to 
the  easy  and  rapid  movement  of  material  at  the  front. 

Orders  on  the  storekeeper  must  be  given  in  advance,  so 
that  material  may  reach  its  destination  at  the  right  moment. 

Orders  for  material  must  state  explicitly  for  what  the 
material  is  to  be  used. 

In  unloading  at  the  front,  all  empty  packages  should  be 
reloaded  and  returned  to  the  storekeeper  for  future  use  or  dis- 
position. 

Material  should  be  inspected  as  in  other  cases,  except  that 
greater  care  must  be  observed  if  possible. 

Upon  receipt  of  invoices,  they  should  be  compared  with 
requisitions  to  see  that  orders  have  been  properly  filled;  for 
this  purpose,  invoices  should,  if  possible,  be  sent  in  advance 
of  the  goods. 

When  material  is  sent  to  the  front  without  being  in* 
spected,  instructions  must  be  given  accordingly,  and  it  is  the 
duty  of  the  storekeeper  to  see  that  the  work  is  performed  sub- 
sequently by  a  trustworthy  person. 

In  forwarding  construction  material  to  the  front,  the  store- 
keeper should  give  the  order  to  ship  to  the  foreman  of  the 
yard;  it  should  be  explicit  as  to  the  thing  required,  name  of 
consignee,  place,  purpose,  etc.  The  foreman  of  the  yard 
should  carefully  measure  and  inspect  the  material  and  fur- 
nish the  data  required  for  waybilling. 

Each  shipment  should  be  waybilled,  and  the  name  of  the 
conductor  inserted  on  the  bill.  The  bill  should  be  receipted 
by  the  person  to  whom  the  goods  are  consigned,  and  the  pur- 
pose for  which  the  material  is  to  be  used  stated  thereon  by 
him.  The  bill  (or  a  copy  thereof)  should  then  be  sent  to  the 
forwarding  storekeeper  to  afford  him  the  data  he  needs  for 
his  accounts,  and  determine  the  thing  to  be  charged. 

The  yard  should  be  under  the  direction  of  a  general  fore- 
man. When  the  amount  of  material  warrants  it,  the  force 
should  be  divided  into  sections  and  classified,  each  section 
having  a  foreman. 

The  wages  of  foremen  need  be  but  little,  if  any.  greater 
than  those  of  laborers.  They  should  perform  the  work  of 
laborers.  The  authority  they  possess  will  serve  to  enforce 
greater  discipline  and  responsibility  than  could  be  otherwise 
attained  at  equal  cost.  Such  disposition  will  also  build  up  a 
class  of  men  that  may  be  made  useful  afterwards  in  the  op- 
eration of  the  property. 
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Fire  precautions  should  be  redoubled  in  the  case  of  con- 
struction depots. 

Sufficient  force  must  also  be  maintained  to  guard  the  prop- 
erty. 

A  storekeeper  should  be  appointed  to  take  charge  of  con- 
struction supply  depots.  He  should  be  experienced  and 
should  give  his  undivided  attention  to  the  work. 

The  duty  of  receiving,  inspecting  and  caring  for  construc- 
tion material  is  a  thing  in  itself.  The  keeping  of  the  time  of 
men  and  the  making  of  construction  pay  rolls,  including  the 
giving  of  discharge  certificates,  forms  a  part  of  the  work. 

Concentration  is  necessary  to  secure  responsibility,  thor- 
oughness and  promptness. 

Attempt  to  blend  thei  construction  forces  of  railways  with 
their  operating  forces  is  generally  harmful.  Ck>nstruction 
work  is  something  apart  and  requires  peculiar  talents  and 
facilities,  including  those  relating  to  accounts. 

Construction  storekeepers  labor  under  disadvantages  com- 
pared with  those  who  handle  operating  material.  Their  facili- 
ties are  generally  limited  and  crude,  while  their  assistants 
are.  in  the  majority  of  cases,  unskillful.  At  the  same  time 
the  work  must  be  conducted  with  the  utmost  dispatch  and 
care. 

A  person  of  considerable  experience  as  a  storekeeper,  and 
familiar  with  the  methods  of  railroad  builders,  writes  as 
follows: 

"The  handling  of  large  quantities  of  material  makes  it  im- 
perative that  the  supply  yard  should  be  arranged  with  a  view 
to  economy  in  receiving  and  forwarding,  as  well  as  for  con- 
venience in  handling.  Under  ordinary  circumstances,  and 
where  there  is  sufficient  room  to  admit  of  its  being  done,  the 
yard  tracks  should  be  so  laid  that  the  more  bulky  supplies 
can  be  piled  on  separate  tracks,  having  but  one  class  of  ma- 
terial to  each  track,  and  so  grouped  that  the  loading  and 
making  up  of  supply  trains  may  be  accomplished  with  con- 
venience and  dispatch.  As  ties  constitute  the  greater  bulk 
of  construction  supplies,  they  should  be  so  piled  as  to  insure 
the  greatest  economy  of  labor  in  unloading  and  reloading, 
and  secure  protection  against  fire  at  the  same  time.  Conven- 
ient handling  may  be  secured  by  putting  the  ties  in  long  par- 
allel ranks,  leaving  occasional  intervals  of  about  fifty  feet; 
the  ties  to  be  laid  adjacent  to  and  at  right  angles  with  the 
track,  and  as  soon  as  a  rank  is  completed  for  the  full  dis- 
tance required  for  the  tie  piles,  the  track  should  be  thrown 
over  sufficiently  to  admit  of  the  construction  of  another  ranK. 
Where  this  plan  is  adopted,  however,  the  track  can  only  be 
connected  at  one  end,  leaving  the  other  free  to  be  swung.  By 
this  system,  ties,  in  either  unloading  or  reloading,  need  not 
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be  carried  for  a  much  greater  distance  than  their  length* 
Another  plan  which  admits  of  the  use  of  both  sides  of  the  tie 
track  for  storage,  and  which  allows  a  track  connection  at 
both  ends,  thereby  making  this  class  of  material  more  acces- 
sible, ia,  to  arrange  the  piles  in  groups  extending  back  to  one- 
half  the  distance  to  adjoining  track  and  with  fifty-foot  open- 
ings longitudinally  at  intervals  of  about  one  hundred  and 
fifty  feet  Ties  in  these  groups  should  be  arranged  with  the 
rank  next  to  the  track  built  up  to  the  height  of  the  car  floor. 
The  other  ranks  should  extend  back  to  the  required  distance, 
and  at  right  angles  to  the  first  rank,  but  carried  to  a  greater 
height.  This  plan,  as  compared  with  the  former  one,  admits 
of  a  short  parallel  track  being  used,  the  advantage  of  which 
is  that  ties  coming  in  box  cars  at  the  time  track  laying  is  in 
progress,  can  be  transferred  to  flat  cars  (which,  from  their 
capacity  for  greater  loads,  should  be  used  in  construction) 
with  less  labor  than  would  be  necessary  were  they  put  off 
on  the  ground,  thus  saving  their  handling  a  second  time.  In 
addition  to  the  force  required  to  handle  the  material,  the 
yard,  if  a  large  one,  should  have  a  good  car  repairer,  who 
should  have  charge  of  all  supplies  for  the  repairs  of  cars  and 
the  delivery  and  shipment  of  oil  and  waste  for  train  and  other 
service.  He  should  make  a  daily  report  to  the  storekeeper  of 
all  material  used  by  him.  The  supply  yard  should  be  in 
charge  of  a  general  foreman,  who  should  have  supervision  and 
control  over  the  switch  engine,  and  should  be  accountable  for 
the  general  efficiency  of  the  force,  including  the  filling  of  or- 
ders, the  general  arrangement  of  supplies,  and  the  proper  in- 
spection of  piling,  ties,  rails,  bridge  timbers,  etc.  He  should 
be  assisted  by  a  clerk,  whose  duties  should  be  to  check  all 
supplies  as  unloaded  or  forwarded,  and  enter  in  detail  the 
contents  of  each  car  on  the  yard  book,  and  make  a  daily  re- 
port of  the  same  to  the  storekeeper.  It  should  be  the  duty 
of  this  clerk  to  keep  the  time  of  men  in  the  manner  and  form 
prescribed  by  the  storekeeper." 

Many  of  the  foregoing  details  are  well  understood  by  those 
versed  in  railway  construction,  but  they  are  not  appreciated 
generally  by  railway  men.  Indeed,  the  handling  of  supplies 
is  so  little  understood  that  particulars  are  eagerly  sought 
by  all. 

In  building  railroads,  freight,  whether  consisting  of  con- 
struction supplies  or  not,  should  be  waybilled,  and  passengers 
should  be  ticketed;  this  will  prevent  confusion  and  insure 
accountability. 

In  closing  construction  depots,  the  amount  of  material 
left  over,  including  the  amount  on  hand  along  the  line  and 
elsewhere,  should  be  Inventoried  and  invoiced  to  the  store- 
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keeper,  or  storekeepers,  who  will  have  charge  of  it,  so  that 
its  disposition  may  be  watched  afterward. 

It  is  impossible  to  prevent  errors  and  omissions  creeping 
into  construction  accounts.  The  result  is,  in  some  cases,  a  sur- 
plus; in  others,  a  deficit.  Whatever  the  balance  may  be  (in 
closing  supply  depots)  after  deducting  the  value  of  the  ma- 
terial on  hand,  it  should  be  credited  or  charged,  as  the  case 
requires,  to  the  different  construction  accounts,  in  the  propor- 
tion that  the  amount  of  material  expended,  on  each  bears  to 
the  total  amount  expended. 

When  a  construction  supply  depot  is  continued  from  sea- 
son to  season^  an  inventory  should  be  taken  at  the  close  of 
the  business  year,  or  oftener  if  necessary,  and  the  accounts 
made  to  conform  thereto. 


CHAPTER  XIX. 

TRANSPORTING     COMPANY'S      MATERIAL      AND      EM- 
PLOYES, AND  ACCOUNTING  THEREFOR. 

The  bulk  of  the  supplies  used  by  a  company  must  be  trans- 
ported by  it  for  a  greater  or  less  distance  over  its  own  line. 
Very  little  material  is  delivered  at  the  point  where  It  is  re- 
quired for  use. 

The  number  of  miles  supplies  must  be  hauled  will  vary. 
The  average  will  never  be  the  same  upon  any  two  lines.  Con- 
sequently the  expense  will  never  be  the  same.  Circumstances 
dictate  the  place  of  purchase.  One  company  will  be  able  to 
buy  ties  In  the  neighborhood  where  needed,  another  will  have 
to  buy  at  a  distance;  one  company  will  be  able  to  procure  its 
fuel  along  its  line,  another  will  have  to  move  it  farther;  one 
company  will  be  able  to  buy  lumber  and  timber  near  where 
needed,  another  will  have  to  seek  them  at  a  distance. 

The  supplies  of  greatest  bulk  that  must  be  transported  for 
a  greater  or  less  distance  are  fuel,  ballast,  rails,  ties,  machin- 
ery, rolling  stock  and  material  for  bridges,  buildings,  fences, 
platforms,  etc. 

The  quantity  of  material  to  be  transported  depends  some- 
what upon  its  durability.  This  depends  upon  climate,  quality, 
the  use  to  which  it  is  put  and  the  care  taken.  Poor  rails  must 
be  renewed  oftener  than  those  that  are  good,  and  a  track  sub- 
jected to  the  wear  and  tear  of  a  heavy  traffic  must  bo  re- 
newed oftener  than  a  track  not  subjected  to  such  a  strain. 

Climate  and  soil  have  much  to  do  with  durability.  Wood 
will  not  last  as  long  in  a  hot  climate  as  in  a  cold  climate, 
and  ties  embedded  in  a  damp  soil  will  require  to  be  renewed 
more  frequently  than  in  dry  soil.  The  more  frequent  the  re- 
newal the  greater  the  quantity  of  supplies  to  be  transported; 
the  greater  the  expense.  The  interest  attaching  to  the  sub- 
ject is  heightened  by  the  practice  of  some  companies  of 
charging  for  hauling  supplies. 

I  do  not  know  where  It  originated.  I  know,  however,  that 
while  the  custom  is  not  general,  its  advocates  are  sufficiently 
high  in  authority  to  have  secured  its  adoption  in  some  cases. 
The  conservative  railway  commission  of  Massachusetts  (an 
authority  the  railway  commissioners  of  other  states  defer  to 
in  many  things)  in  1878  directed  that  the  transportation  of 
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fuel  and  material  (except  gravel)  hauled  for  a  company's  use, 
should  be  credited  to  freight  earnings  at  fourth  class  rates 
and  should  be  charged  to  the  proper  accounts,  and  included  in 
the  tonnage.* 

A  practice  having  such  backing  cannot  be  passed  over 
lightly.    I  can  only  notice  its  more  salient  features. 

The  practical  effect  of  charging  for  the  carriage  of  supplies 
is  to  increase  the  nominal  earnings  of  a  railroad  and  to  en- 
hance correspondingly  the  price  of  every  article  used,  thus 
swelling  the  expense  account.  The  rate  charged  is  incor- 
porated at  once  with  the  freight  receipts  of  the  line,  and  added 
to  the  cost  of  supplies  on  hand.  When  the  supplies  are  used, 
the  gross  cost  is  charged  to  the  account  the  material  is  ex- 
pended upon.  But  until  the  material  is  used  the  supplies  ap- 
pear in  the  accounts  as  an  asset.  So  that  the  effect  is  to  swell 
the  income  and  increase  the  assets  by  a  like  amount,  thus 
apparently  conferring  a  double  benefit. 

When  supplies  are  used,  operating  expense  and  other  dis- 
bursement accounts  are  debited,  and  thus,  finally,  the  gain  to 
income  is  set  off  by  a  charge.  But  the  latter,  unfortunately, 
never  appears  in  the  accounts  simultaneously  with  the  gain. 
Months  may  intervene. 

A  company  must  always  keep  on  hand  a  large  quantity  of 
material.  Whatever  the  amount  is,  the  local  earnings  thereon 
appear  as  an  asset,  whereas  they  are  really  an  expense.  The 
accounts  are  thus  misleading.  A  fictitious  asset,  dependent 
upon  the  amount  of  supplies  a  company  uses,  the  distance 
they  are  hauled'  and  the  rate  charged,  is  made  to  do  duty  as 
so  much  property,  while  legitimate  operating  expenses  are 
shrunken  by  a  corresponding  amount. 

When  the  earnings  of  a  company  are  increased  by  charges 
on  its  own  material,  it  is  necessary  to  swell  the  tonnage  corre- 
spondingly. Thus,  commercial  operations  are  magnified  and 
distorted. 

If  the  practice  of  charging  for  the  transportation  of  ma- 
terial were  universal,  the  harm  would  be  lessened  somewhat, 
because  generally  understood.  Until  it  becomes  general  or  is 
abandoned,  the  amounts  that  thus  accrue  should  be  stated 
separately  in  the  returns,  for  the  information  of  owners  and 
Investors. 

Other  objections  to  the  practice  suggest  themselves. 
Charging!  for  the  carriage  of  material  adds  to  the  cost  of  ac- 
counting. It  magnifies  details.  Thus,  material  must  be 
weighed  at  the  freight  house  and  the  charge  extended.  When 
it  reaches  its  destination,  the  charge  cannot  be  paid  in  cash 
as  in  other  cases.    Before  the  accounts  of  the  agent  can  be 

*  Eighth  annual  report  of  Board  of  Railroad  Commissioners,  Mass., 
p.  87. 
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relieved,  the  charge  must  he  formally  examined  and  passed 
upon  hy  the  accounting  officers.  The  earnings  upon  the  ma- 
terial must  also  he  systematically  followed  up  and  recorded 
at  headquarters  and  at  the  storehouses,  so  that  they  may  he 
disposed  of  when  thei  material  is  finally  used.  This  involves 
clerical  work  and  increases  the  force,  besides  adding  other 
expenses. 

If  the  custom  of  charging  for  the  carriage  of  supplies  is  to 
he  incorporated  in  railway  practice,  it  is  clear  that  a  fixed  rate 
should  not  be  charged  for  all  kinds  of  material.  Cost  varies. 
Moreover,  uniformity  is  repugnant  to  good  business  usage,  and 
is  demoraLzing  and  misleading.  Charges  should  be  based  on 
the  ordinary  tariffs  of  a  company.  They  are  the  product  of 
men  skilled  in  the  subject  and  exhibit  infinite  labor,  and  are 
the  result  of  acute  observation  and  thought. 

While  the  transportation  problem  is  a  science  still,  per- 
haps, imperfectly  understood,  we  ^re  sufficiently  versed  in  its 
mysteries  to  know  that  an  arbitrary  rate  is  unscientific. 

Moreover,  if  it  is  right  to  charge  for  wood,  coal,  stone,  ties, 
iron,  fencing,  and  other  material,  as  the  Massachusetts  com- 
missioners suggest,  why  should  ballast  be  excepted?  The 
latter  is  an  indispensable  article  and  one  of  great  importance, 
and  exceedingly  costly  to  handle.  Its  omission  is  clearly  not 
justified.  Its  incorporation  as  earnings  with  other  material, 
at  fourth  class  rates,  would  quadruple  the  receipts  of  many 
lines.  But  whatever  the  increase  might  be,  any  benefit  arising 
from  the  practice  would  be  more  than  counterbalanced  by  in- 
creased cost  of  stationery,  accounting,  etc.  It  would  also  still 
further  destroy  the  relation  that  operating  expenses  bear  to 
earnings,  by  substituting  an  artificial  for  a  commercial  basis. 

The  subject  is  prolific  of  suggestions.  If  it  is  right  for  a 
company  to  charge  for  transporting  its  material,  then  it  is 
clearly  right  to  charge  for  the  carriage  of  its  employes.  It  is 
not  only  right  but  necessary.  The  employe  handles  the  sup- 
plies;   without  him  they  are  useless. 

The  charge  for  transporting  material  is  made  for  the  pur- 
pose of  ascertaining  outlay  at  the  point  of  use,  so  that  we  may 
know  the  total  cost  of  a  thing. 

But  if  the  principle  is  right,  why  stop  with  material?  To 
make  the  information  complete  we  must  also  include  the  cost 
of  transporting  the  operative  who  uses  the  material. 

To  charge  for  the  transportation  of  employes  would  greatly 
increase  passenger  receipts.  It  would  swell  correspondingly 
the  disbursement  items  affected. 

The  cost  of  keeping  account  of  the  movements  of  opera- 
tives and  the  debits  and  credits  resulting  therefrom  would  be 
considerable,  but  not  greater  relatively  than  for  material.  The 
two  would  warrant  the  formation  of  a  special  bureau  of  ac- 
counts. 
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Under  a  system  of  charging  for  supplies  and  operatives, 
earnings  would  no  longer  indicate  profits  or  be  dependent  upon 
cash  collections.  They  would  depend  upon  the  quality  of  a 
company's  material,  its  durability,  where  it  was  purchased, 
the  industry  and  enterprise  exercised  in  moving  it  from  point 
to  point,  the  number  of  employes,  and,  finally,  the  celerity  with 
which  the  latter  traveled  from  place  to  place.  All  that  would 
be  necessary  when  times  were  dull  and  receipts  light,  or 
when  it  was  desirable  to  exhibit  large  earnings,  would  be  to 
load  half  a  dozen  or  more  trains  with  operatives  or  supplies 
and  haul  them  such  distance  as  might  be  necessary  to  malce 
up  the  volume  required.  Such  a  system  would  be  popular 
with  receivers  who  get  a  percentage  of  earnings  for  their 
services! 

However,  the  fictitious  element  which  the  practice  of 
charging  for  the  transportation  of  supplies  and  operatives  in- 
jects into  the  accounts  of  a  railroad  renders  it  unadvisable, 
even  if  it  did  not  increase  expenses.  Under  it  railway  reports 
would  no  longer  be  trustworthy.  We  should  ever  be  in  doubt 
as  to  what  was  real,  what  was  fictitious;  how  much  of  the 
property  was  bona  fide,  how  much  assumed.  Our  examination 
would  resemble  our  examination  of  Jupiter — ^we  should  be  for- 
ever striving  to  ascertain  how  much  was  solid,  how  much 
gaseous. 

In  many  states  taxes  are  based  upon  gross  earnings;  to 
charge  for  the  transportation  of  supplies,  and  men  would  add 
to  the  embarrassments  of  the  subject,  a  subject  already  em- 
barrassing. 

It  is  impossible  to  enumerate  the  number  and  serious  char- 
acter of  the  objections  that  suggest  themselves  in  connection 
with  the  practice  of  charging  for  transporting  supplies  and 
men.  Enough  has  been  said,  however,  to  cause  those  who  are 
interested  to  give  the  matter  careful  investigation  before  com- 
ing to  a  decision  regarding  it. 

What  I  have  said,  however,  it  should  be  understood,  does 
not  apply  to  construction  material,  or  men  engaged  upon  con- 
struction work.  In  the  opening  of  new  lines  and  for  addi- 
tions, equipment  and  work  properly  coming  under  the  head  of 
construction,  it  is  important  that  the  whole  cost  should  be 
known.  Hence  it  is  not  only  proper,  but  necessary,  that  a 
charge  should  be  made  for  material  and  men  carried  in  con- 
nection therewith. 

Operating  expenses  are  of  an  evanescent  nature.  Ck>n8truc- 
tion  is  something  permanent.  Upon  the  latter  owners  are  en- 
titled to  a  return  forever.  Hence  the  necessity  of  knowing 
the  full  amount  Other  reasons  suggest  themselves  why  it  is 
desirable  that  the  exact  cost  of  construction  work  should  be 
known  which  it  is  unnecessary  to  enumerate  here. 
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When  it  is  desired  to  keep  the  operating  expenses  of  dif- 
ferent divisions  of  a  road  separate,  the  cost  of  hauling  com- 
pany material,  such  as  fuel,  rails,  ties,  etc.,  should  be  charged 
to  the  divisions  using  same,  and  the  amount  credited  to  thc^ 
divisions  performing  the  service.  Such  results  can,  however, 
be  approximations  only,  as  it  is  impossible  to  determine  the 
precise  cost  of  the  haul  because  of  the  varied  classes  of  ma- 
terial and  the  diverse  conditions  under  which  it  is  transported. 
Such  charges,  although  lacking  perfect  accuracy,  will  never- 
theless aftord  needed  information  as  to  the  relative  expense 
of  operating  the  various  divisions  of  a  railroad. 

In  order  not  to  swell  the  operating  expenses  of  a  company 
as  a  whole  for  such  carriage,  the  charge  for  transportation 
should  not  be  added  to  the  price  of  the  material,  but  should 
be  added  each  month  to  the  operating  expenses  of  the  divisions 
using  the  material,  under  the  special  heading  "Transporting 
Company's  Material.'*  This  debit  will  be  offset  in  the  returns 
by  a  corresponding  credit  to  the  divisions  hauling  the  ma- 
terial. 

By  this  method  the  objectionable  feature  of  including  cred- 
its for  hauling  company's  material  as  Earnings  will  be 
avoided,  while  each  division  will  be  made  to  bear  the  cost  of 
transporting  its  material.  Thus  there  will  be  added  to  the 
operating  expenses  of,  say,  the  Midland  Division,  an  account 
known  as  "Transporting  Company's  Material,"  which  will 
represent  the  cost  of  hauling  its  supplies  over  other  divisions 
of  the  road.  On  the  other  hand,  there  will  be  deducted  from 
the  operating  expenses  of  the  other  divisions  the  amount  thus 
charged  the  Midland  Division,  the  same  being  embraced  un- 
der the  head  of  "Transporting  Company's  Material."  The 
debits  and  credits  will  thus  offset  each  other,  and  so  will  not 
appear  at  all  in  the  statement  of  operating  expenses  for  the 
road  as  a  whole. 

In  connection  with  the  foregoing,  it  would  be  desirable,  if 
it  were  possible,  to  charge  the  cost  of  transporting  material  to 
the  Operating  Account  upon  which  it  was  used  instead  of  to 
the  account  "Transporting  Company's  Material."  But  this  is 
Impossible,  except  in  the  case  perhaps  of  ties  and  rails,  be- 
cause of  the  difficulty  and  expense  of  tracing  the  material 
until  it  is  finally  used  for  some  operating  purpose.  Any  at- 
tempt to  apportion  the  amount  to  the  various  operating  ac- 
counts affected  would  be  at  best  only  approximate,  and  there- 
fore more  or  less  misleading.  It  would  also  be  desirable,  if 
possible,  to  apportion  the  credits  to  the  various  operating 
accounts  that  bore  the  burden  of  carriage,  namely:  rails,  ties, 
roadbed,  bridges,  fuel,  repairs  of  engines  and  cars,  train  serv- 
ice, and  so  on.  But  it  is  apparent  in  this  case  that  no  ac- 
curate basis  for  distributing  the  cost  of  hauling  the  material, 
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to  the  operating  accounts  affected,  is  possible.  Any  such  dis- 
tribution, therefore,  would  be  inaccurate  and  misleading.  For 
the  reasons  stated,  it  is  better  therefore  to  have  both  debits 
and  credits  appear  in  the  statements  of  operating  expenses 
for  the  different  divisions,  as  a  special  account,  namely: 
"Transporting  Company's  Material,"  leaving  the  item  out  of 
the  statement  of  Operating  Expenses  for  the  whole  road. 


CHAPTER  XX. 

THE  SUPPLY  CAR  AND  ITS  USES. 

A  supply  car  may  be  used  to  advantage  to  distribute  the 
petty  supplies  used  by  agents,  sectionmen,  towermen,  yardmas- 
ters,  lampmen,  etc.,  along  the  line.  Before  its  introduction, 
the  distribution  of  these  supplies,  especially  oils,  was  a  source 
of  annoyance  and  considerable  expense,  with  very  unsatisfac- 
tory results.  Oil  caused,  the  most  annoyance,  as  the  baggage 
cars  were  daily  cumbered  more  or  less  with  small  shipments 
of  different  kinds,  with  the  attendant  filth,  and  wear  and  tear 
of  cans. 

Experience  has  taught  that  a  supply  car  can  cover  1,200 
miles  of  road  monthly  and  do  the  work  well.  This,  however, 
depends  on  the  number  to  be  supplied  and  the  extent  to  which 
the  car  is  used  for  distributing  articles.  If  stationery  is  in- 
cluded the  labor  is  greater  than  in  the  case  of  companies 
using  other  methods  of  carriage  for  this  important  supply.  A 
convenient  car  is  one,  say,  forty  feet  long  (inside  measure- 
ment), nine  feet  two  inches  wide  over  sill,  seven  feet  six 
inches  high,  built  after  the  plan  of  an  arched  roof  box  car. 
The  side  doors  should  be  of  baggage  car  type,  so  hung  as  to 
be  easily  operated.  One  end  of  the  car  should  be  of  the  same 
type  as  the  ordinary  caboose  car,  with  the  exception  that  the 
platform  should  be  wider.  There  should  be  a  ladder 'at  each 
side  door,  in  order  that  entrance  and  exit  may  be  easy. 

The  oil  tanks  in  the  car  should  be  rectangular,  so  that  the 
entire  space  In  the  end  of  the  car  may  be  utilized.  They 
should  be  so  placed  that  the  bottoms  of  the  tanks  will  be 
eighteen  inches  above  the  car  floor.  Pipes  should  be  con- 
nected with  the  bottoms  of  the  tanks  and  should  converge  at 
a  common  point,  with  faucet  attachments,  so  that  the  oil  may 
be  drawn  from  each  tank  without  going  from  place  to  place 
in  the  car. 

Each  tank  should  have  a  manhole,  to  enable  a  person  to 
enter  the  tank  to  clean  it  when  necessary. 

It  is  suggested  that  the  tanks  should  hold:  2.000  gallons 
of  k6  osene  oil,  500  gallons  signal  oil,  300  gallons  car  oil,  300 
gallOLB  valve  oil,  and  300  gallons  black  oil.  This,  however,  like 
other  features  of  the  car,  will  depend  upon  circumstances. 

The  floor  about  the  tanks  should  be  covered  with  galvan- 
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ized  iron  or  the  tanks  should  rest  in  galvanized  receptacles, 
to  prevent  the  oil  running  down  on  the  trucks,  or  the  floor 
becoming  saturated,  which  would  increase  the  fire  risk. 

The  car  should  be  provided  with  a  box  to  hold  one  or  more 
bales  of  waste,  the  lid  covering  one-half  of  the  top,  the  other 
half  forming  a  counter  for  scales  on  which  to  weigh  the  waste 
before  it  is  delivered.  A  broom  rack  should  also  be  provided; 
also  lockers  running  lengthwise  of  the  car,  for  lamps,  lan- 
terns, etc. 

A  berth  of  the  Pullman  type  is  necessary  for  the  man  in 
charge;  also  toilet  closet  with  wash  bowl,  water  tank,  and 
suitable  cupboard  for  clothing,  bedding,  etc.  A  standard  coach 
stove  will  be  sufficient  for  heating  in  winter. 

Two  bracket  lamps  will  furnish  light  for  the  main  part  of 
the  car,  one  being  sufficient  for  the  end  set  apart  for  sleeping. 

The  car  should  have  suitable  shelves  and  racks  for  oil 
cans,  jacks,  tools,  etc.,  and  compartments  and  drawers  in  full 
view  with  the  names  of  the  contents  plainly  marked  thereon. 

Usually  an  agreed  date  is  designated  for  making  requisi- 
tions for  supplies  for  the  coming  month.  These  requisitions, 
after  being  approved,  should  reach  the  storehouse  at  least  five 
days  prior  to  the  scheduled  date  for  the  departure  of  the  sup- 
ply car.  This  will  give  the  shipping  clerk  time  to  audit  the 
accounts  and  make  up  a  rough  summary  of  what  Is  needed, 
in  form,  say,  as  follows: 

Name  of  Article.  Quantity.  Total. 

Lanterns  1-4-3-2-  10 

Brooms  1-2-3-1-  7 

Axes  4-6-3-2-  16 

Adzes  1-2-4-3-  10 

Bars,   claw  1-1-1-1-  4 

Thus  the  total  number  (or  quantity)  of  each  class  of  mate- 
rial required  for  distribution  will  be  ascertained.  This  deter- 
mined, the  supplies  will  be  taken  from  the  storehouse  and 
arranged  in  the  car  for  distribution. 

By  the  time  the  car  is  ready  to  start,  the  requisitions 
should  be  arranged  in  order,  according  to  the  location  of  the 
stations,  and  as  the  car  goes  forward  the  man  in  charge  should 
have  the  supplies  for  each  station  ready  for  delivery  by  the 
time  the  train  arrives. 

As  the  car  is  run  on  schedule  time,  being  handled  by  a  way 
freight  train,  the  agents,  section  foremen,  and  others  who  ex- 
pect supplies,  should  be  on  hand  to  receive  them.  Not  only 
this,  but  they  should  have  the  old  material  at  the  car  door  to 
be  delivered  in  exchange  for  the  new.  For  no  article,  how- 
ever small,  should  be  delivered  without  the  return  of  the  old 
article.  There  should  be  no  exception  to  this,  except  in  the 
case  of  original  supplies,  duly  specified.    Thus  an  old  lantern 
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oil  cup  will  be  required  to  be  returned  the  same  as  ^a  track 
shovel.  This  not  so  much  because  of  the  value  of  the  article, 
as  proof  that  the  material  has  not  been  lost  or  misappropri- 
ated. The  value  of  the  article  makes  no  difterence.  The  old 
articles  thus  delivered  to  the  supply  car  should  be  taken  to 
the  storehouse  and  there  disposed  of.  Many  articles  thus 
gathered  up,  such  as  track  tools,  lamps,  lanterns,  etc.,  can  be 
repaired  and  used  again. 

When  there  is  heavy  material,  such  as  frogs,  switch  points, 
guard  rails,  rail  braces,  etc.,  to  be  distributed,  an  auxiliary  car 
should  accompany  the  supply  car. 

Stations  requiring  oil  by  the  barrel  and  other  bulky  mate- 
rial which  can  be  shipped  in  the  original  packages,  can  be  best 
supplied  by  freight  in  order  to  save  the  labor  of  handling  in 
the  supply  car. 

In  conclusion  it  may  be  said  that  handling  of  supplies  from 
a  car  eliminates  the  annoyance  of  irregular  deliveries,  waste, 
breakage  in  handling,  way-billing,  packing,  checking,  etc.,  and 
avoids  numerous  complaints,  which,  however  small,  neverthe- 
less engage  the  time  of  the  officers  and  employes,  and  this, 
more  often  than  otherwise,  without  satisfactory  results.  It 
also  aftords  opportunity  for  the  distributor  to  look  personally 
into  the  needs  of  the  applicants  and  to  examine  into  and  exact 
an  accounting  for  articles  in  their  hands,  both  of  which  are 
necessary. 


CHAPTER  XXL 

MATERIAL  AND  LABOR  ACCOUNTS. 

The  railway  science  is  so  new  and  covers  a  field  so  vast 
that  experts  In  particular  departments  are  ignorant  of  the 
requirements  of  other  departments.  This  will  continue  to  be 
the  case,  as  the  evolutions  of  railway  management  are  so 
rapid  that  the  greatest  industry  upon  the  part  of  particular 
men  is  not  sufficient  to  enable  them  to  keep  advised  of  its 
progress. 

Inability  to  supplement  the  practical  knowledge  of  Indi- 
viduals with  the  extended  knowledge  of  groups  of  men  exer- 
cises a  retarding  influence  in  the  management  of  corporations. 
With  more  extended  experience  in  the  art  of  governing  large 
bodies  of  men  we  shall  be  better  able  to  concentrate  and 
utilize  the  knowledge  of  the  force  as  a  mass.  An  obstacle  at 
present  is  the  lack  of  initiative;  of  individual  freedom  and 
interest;  also  the  presence,  more  or  less,  of  personal  jealous- 
ies. As  we  progress  in  the  art  of  governing,  groups  will  be 
abl^  to  act  as  a  unit  with  th«  singleness  of  purpose  of  indi- 
viduals. 

The  operations  of  railroads  evince  each  day  the  necessity 
of  moro  definite  knowledge  of  their  workings.  We  discover 
this  wane  in  the  relations  of  the  railroads  to  the  government; 
to  each  other,  and  to  other  industries.  We  discover  it  espe- 
cially in  their  internal  workings.  The  questions  that  present 
themselves  continually  in  the  management  of  these  properties 
are:  What  do  we  know  about  this  thing  or  that?  Wherein  is 
our  knowledge  of  it  correct;  wherein  incorrect?  What 
is  the  best  disposition  to  make  of  it?  We  are  met 
everywhere  by  unknown  quantities.  This  Is  so  in  reference 
to  the  fiscal  affairs  of  railroads  quite  as  much  as  in  regard 
to  their  physical  aspect.  What  are  their  limitations?  What 
value  attaches  to  exhibits  professing  to  show  details  of  earn- 
ings, operating  expenses  and  construction?  These  exhibits 
represent  things  of  the  greatest  importance,  both  of  a  private 
and  public  nature;  the  measure  of  Income  and  outgo;  the 
value  of  a  property  to  the  proprietor;  its  usefulness  to  the 
public;  the  relation  of  cause  and  effect;  the  gross  and  tare. 
If  the  information  we  derive  is  true,  then  our  conclusions  are 
intelligent;    otherwise,  they  can  not  be. 
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In  considering  the  value  of  fiscal  data,  we  are  strack  with 
the  importance  of  that  which  enables  a  company  to  determine 
the  cost  of  particular  things.  If  it  rebuilds  a  bridge,  or  con- 
structs a  building  anew,  or  improves  a  particular  section  of 
track,  or  reconstructs  a  locomotive  or  car,  it  should  know  the 
cost.  Not  exactly,  perhaps,  because  there  will  be  small  dis- 
crepancies; supplies,  for  instance,  are  not  measured  for  use 
with  mathematical  accuracy;  the  divisions  of  labor  are  not 
always  exactly  accurate;  other  petty  discrepancies  will  creep 
in.  Absolute  accuracy  of  statement  will  thus  be  prevented, 
but  the  differences  will  be  so  small  that  no  material  interest 
will  be  affected  thereby.  These  differences,  it  must  also  be 
remembered,  arise  mainly  out  of  our  economical  methods;  out 
of  efforts  to  secure  efficiency  rather  than  theoretical  perfec- 
tion, when  the  latter  entails  added  cost.  A  company  must 
know  all  its  items  of  expense  with  approximate  accuracy. 
Here  definite  knowledge  ceases.  It  would  be  valuable  to 
know  precisely  the  expense  of  operating  particular  parts  of  a 
road;  the  cost  of  the  passenger  business:  the  expense  of  the 
freight  traffic,  and  many  other  impracticable  things.  If  man- 
agers could  determine  the  prime  sources  of  outlay  I  have 
named,  they  would  be  able  to  act  knowingly  in  some  cases 
where  they  now  act  only  upon  shrewd  conjecture.  But  they 
cannot.    The  extent  of  these  outlays  is  largely  surmise. 


Theory  and  practice  are  not  farther  apart  than  the  means 
by  which  railways  arrive  at  an  understanding  of  their  affairs 
through  the  medium  of  their  returns.  While  the  aim  is  sub- 
stantially the  same  in  every  case,  the  modus  operandi  of  reach- 
ing the  end  sought  differs.  But  so  carefully  and  ingeniously 
have  the  various  systems  been  thought  out  and  applied,  that 
it  is  often-times  impossible  to  discover  which  is  the  best,  which 
has  the  greater  advantage.  They  are  all  meritorious.  Each 
will  excite  the  wonder  of  those  able  to  comprehend  the  infini- 
tude of  thought  and  labor  it  involves. 

To  the  mere  looker-on  it  would  seem  as  if  the  owners  of 
railroads  would  find  this  diversity  of  method  cumbersome  and 
expensive;  that  the  public  would  find  it  burdensome.  Such 
Is  not  the  case.  Both  the  stockholder  and  the  public  have 
been  benefited  by  it  through  the  interest  the  subject  has  ex- 
cited and  still  excites  among  the  vast  army  of  men  employed. 
The  saving  in  cost  and  time  effected  by,  their  inventions  and 
devices  cannot  be  computed.  And  when  we  remember  that 
every  dollar  expended  in  accounting  is  unproductive,  we  may 
form  some  idea  of  the  value  to  the  community  of  these  cheap- 
ening processes.    The  subject,  however,  is  still  in  its  infancy. 

Cost  of  accounting  is  dependent  upon  many  things: 

1.    Cost  of  labor  will  depend  very  much  upon  the  location 
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of  the  property  and  the  number  of  years  the  company  has 
been  in  business. 

2.  Cost  of  supplies  will  depend  upon  ability  to  buy  in 
the  cheapest  market,  and  as  needed. 

3.  Upon  the  number  of  accounting  divisions  into  which 
a  property  is  divided. 

4.  Upon  the  skill  of  the  officers  and  employes. 

5.  Upon  the  method  of  accounting. 

In  this  connection  it  should  not  be  forgotten  that  the 
cheapest  form  of  accounting  (i.  e.,  the  accounting  department 
that  is  run  at  the  least  cost)  may  be  the  most  expensive  to  a 
company,  because  of  the  inefficiency  and  irresponsibility  it  en- 
genders; because  of  the  absence  of  reliable  details  of  admin- 
istration. A  system  may,  moreover,  engender  dishonesty  by 
its  failure  to  provide  proper  checks  and  safeguards.  Thus  it  is 
a  fact  that  the  unsuspected  depredations  that  go  on  where 
methods  of  accounting  are  inefficient  greatly  exceed  those  that 
are  found  out;  that  the  unknown  pilferings  greatly  exceed 
the  known  defalcations.  Thus,  an  imperfect  or  cheap  system 
of  accounts  may  involve  many  times  its  cost  in  losses  never 
known  to  owners  or  managers. 

In  reference  to  the  fiscal  systems  outlined  In  this  and  the 
accompanying  volumes,  they  are  believed  to  be  effective  and 
economical. 

The  diversities  that  exist  in  railway  accounting  are  not 
confined  to  any  particular  branch  of  the  service.  They  are 
noticeable  in  both  disbursements  and  receipts  and  in  all  the 
thousand  and  one  things  that  grow  out  of  them. 

Methods  for  keeping  disbursement  accounts  are  not  all 
equally  good,  yet  all  have  many  favorable  points.  The  capac- 
ity of  those  in  charge  is  important.  A  system  that  would 
work  admirably  under  one  man  would  not  work  well  under 
another,  in  the  same  sense  that  a  sword  one  man  could  wield 
effectively  another  could  not  lift 

Uniformity  in  accounts  is  not  to  be  expected  or  desired, 
any  more  than  uniformity  in  business.  Railway  affairs  are 
too  diversified,  too  complicated,  too  changeable;  the  talent, 
experience  and  interest  of  those  in  charge  too  dissimilar.  We 
are  indebted  for  the  advances  that  have  been  made  up  to  this 
time  to  the  interest  of  individuals;  to  men  of  genius  and  re- 
search; to  the  open  field  they  liave  had.  We  must  still  look 
to  them.  The  uniformist  ignores  this  class.  Uniformity  in 
business  methods  means  the  subjection  of  ideas  to  a  dead 
level.  The  returns  of  railways  to  the  government  should  be 
uniform.    But  their  appliances  and  methods  may  well  be  as 
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diverse  as  the  character  of  the  country  they  traverse  or  the 
measure  of  ability  of  those  in  charge.* 

In  publishing  this  and  other  treatises  on  fiscal  affairs,  I 
wish  it  to  be  understood  that  I  do  not  attempt  to  discuss  the 
subject  exhaustively.  Nor  do  I  claim  that  the  methods  I  sug- 
gest are  the  best;  I  give  them  simply  for  what  they  are 
worth;  for  the  information  of  those  concerned.  Of  course,  1 
think  them  as  good  as  any,  or  I  would  not  publish  them.  There 
is  nothing  unreasonable  or  egotistical  in  this.  When,  there- 
fore, in  my  books  I  speak  definitely  or  authoritatively,  the 
reader  will  understand  that  I  aim  only  to  be  precise  in  ref- 
erence to  the  particular  thing  referred  to^  not  that  I  think  my 
way  is  the  only  way,  or  necessarily  the  best. 

In  reference  to  the  fiscal  regulations  governing  Labor  and 
Material,  there  are  so  many  things  that  tend  to  render  sys- 
tematic and  effective  accounting  difficult  that  the  subject  in- 
vites the  most  exhaustive  inquiry.  Those  who  have  studied 
it  find  their  labors  never  ending. 

Deflniteness  in  accounting  for  Material  and  Labor  may  be 
secured  approximately,  but  not  absolutely. 

The  service  requires  the  enforcement  of  arbitrary  regula- 
tions that  will  prevent  omissions,  errors  and  improper  prac- 
tices; that  will  enforce  responsibility;  that  will  secure  au- 
thoritative returns;  that  will  not  allow  the  accountant  to  run' 
into  extravagance  and  dilettanteism. 

Extravagance  in  accounting  cannot  be  too  severely  con- 
demned. On  the  other  hand,  pinching  economy  that  fails  to 
recognize  and  enforce  responsible  methods,  merely  to  keep 
down  the«pay  roll,  is  infinitely  worse  than  extravagance.  This 
fact  cannot  be  too  strongly  impressed  upon  owner  and  man- 
ager. 

The  diversity  that  characterizes  the  practices  of  railroads 
in  connection  with  their  fiscal  affairs  and  in  their  methods  of 
management  is  noticeable  in  the  systems  they  have  severally 
adopted  for  handling  the  Material  they  use.  Upon  many 
roads  the  purchasing  agent  has  entire  charge  of  everything  re- 
lating to  material.  He  buys,  receives,  inspects,  cares  for  and 
disburses.     His  powers  are  autocratic.    No    check    is    placed 


*H7  attention  was  first  called  to  the  subject  of  a  uniform  method 
of  keeping  accounts  by  a  railroad  commissioner,  a  lawyer  and  a  gen- 
tleman of  the  highest  distinction.  His  position  and  the  persistence 
with  which  he  urged  the  matter  dignified  the  subject.  I  have  accord- 
ingly referred  to  ft  in  my  recent  books.  A  uniform  method  of  keeping 
railway  accounts  appears  to  me  very  much  like  having  our  hats,  boots, 
breeches,  shirts,  men  and  horses  of  a  uniform  size.  It  is  an  admission 
that  progress  is  practically  at  an  end.  Its  immediate  effect  would  be 
to  benumb  the  intelligence  and  interest  of  a  hundred  thousand  men 
connected  with  railway  accounts  in  the  United  States  alone,  and  substi- 
tute therefor  the  interest,  experience  and  intelligence  of  a  very  limited 
number  of  dien. 


172  SAFEGUARDING  EXPENDITURES. 

upon  him.  He  is  trusted  implicitly.  Upon  other  roads  his 
jurisdiction  is  restricted.  A  check  is  placed  upon  him»  as  it 
is  upon  the  treasurer;  his  authority  is  only  concurrent  He 
makes  the  purchases,  while  some  other  department,  perhaps 
the  master  mechanic,  superintendent  or  engineer,  cares  for 
and  disburses.  Upon  still  another  line  he  simply  buys*  while 
the  accounting  department  receives,  cares  for  and  disburses 
the  material  under  orders  from  the  operating  department 
Under  this  last  named  method  the  concurrence  of  two  (and 
in  some  cases  three)  independent  departments  of  the  service 
is  secured.  This  insures  a  check  in  harmony  with  the  princi- 
ples governing  corporate  accounts. 

The  diversity  that  characterizes  the  keeping  of  material 
accounts  is  also  noticeable  in  connection  with  those  relating 
to  Labor.  Upon  some  roads  the  time  of  employes  is  kept  by 
the  operating  department,  master  mechanics,  superintendentci 
and  others.  Some  companies  have  timekeepers  especially  ap- 
pointed to  perform  that  office.  The  methods  by  which  the 
Labor  accounts  may  be  kept  are  infinite.  However,  the  method 
is  not  nearly  so  important  as  that  it  shall  enforce  accuracy 
and  truthfulness;  that  the  time  of  employes  shall  be  correctly 
kept  and  faithfully  charged  to  the  thing  upon  which  expended. 

The  keeping  account  of  the  Wages  of  men  and  the  distri- 
bution of  the  same  to  the  accounts  affected  cannot  be  left  to 
chance  or  to  the  hazards  that  attend  irresponsible  methods, 
any  more  than  a  company's  traffic  or  its  money  can  safely  be 
left  to  chance.  We  must  know  that  the  men  have  worked  and 
that  the  rate  allowed  is  right,  otherwise  the  crowding  of  the 
pay  roll  with  fictitious  names,  while  it  may  not  become  a  mat- 
ter of  universal  occurrence,  will  be  frequent.  To  enforce  ac- 
curacy in  keeping  account  of  the  wages  of  men,  the  time  must 
be  kept  under  the  direction  of  persons  acting  Independently 
of  the  person  who  hires  or  the  official  who  directs.  In  fact, 
the  principle  of  corporate  accounting  must  be  observed,  namely, 
that  the  persons  who  manage  shall  not  also  act  as  their  own 
auditors. 

Mechanical  devices,  while  important,  may  be  safely  left  to 
the  ingenuity  of  those  In  charge. 

There  are  two  methods  of  keeping  the  Material  and  Labor 
accounts  of  railroads;  one  in  which  only  Results  are  known 
at  headquarters;  another  in  which  all  the  Details  are  known. 
The  accompanying  book  provides  for  the  latter.  Thus,  if 
twenty  thousand  dollars  are  expended  in  constructing  a  pas- 
senger depot,  the  items  that  make  up  this  sum  are  accurately, 
and  without  extra  cost,  known  to  all  interested. 

I  consider  it  of  the  utmost  importance  that  every  detail  of 
expenditure,  no  matter  how  far  away  from  the  general  office 
the  expenditure  may  have  been  made,  should  be  known  to  the 
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operating  officers  and  those  in  charge  of  accounts  at  head- 
quarters. Some  who  admit  the  desirability  of  this,  object  to 
it  on  the  ground  of  cost  Cost  does  not  cut  any  figure.  The 
information  may  be  known  without  the  expenditure  of  a 
dollar.  Not  only  this,  but  the  details  may  also  be  known  to 
all  local  officers  without  extra  expenditure.  In  explanation  I 
respectfully  refer  the  reader  to  the  chapters  on  Labor  and 
Material.  The  plan  is  very  simple.  The  details  of  these  ac- 
counts as  written  up  by  those  in  charge  along  the  line  of  a 
road  should  be  transcribed  on  forms  prepared  for  the  pur- 
pose. At  the  end  of  the  month,  when  the  accounts  are  closed, 
an  impression  is  taken  of  the  returns,  after  which  they  are 
hound  in  book  form  and  sent  to  headquarters,  and  in  being 
sent  to  headquarters  are  sent  through  the  intermediary  local 
office.    Thus  everyone  Interested  is  kept  informed. 

The  manner  of  keeping  material  and  labor  accounts  at 
shops  and  elsewhere  must  be  fully  thought  out  in  advance. 
Upon  It  depend  faithful  service,  efficiency,  reliability,  economy 
of  exi)enditure,  or  the  reverse.  Upon  it  depend  whether  the 
supply  of  material  on  hand  shall  be  kept  down  as  much  as 
possible,  whether  material  shall  be  carefully  inspected  when 
received,  shall  be  carefully  .guarded  afterward,  shall  be  dis- 
bursed only  so  far  as  the  service  requires,  and  shall  be  pro- 
tected after  being  disbursed;  upon  it  depend  whether  the 
time  of  men  Is  accurately  kept,  whether  the  wages  are  right, 
whether  men  have  worked  as  represented;  also,  whether  the 
pay  roll  is  charged  to  tne  accounts  upon  which  the  labor  was 
expended.  These  are  vital  things  and  upon  them  depend 
whether  a  company  shall  have  an  efficient  or  inefficient  man- 
agement; whether  there  shall  be  economy  or  extravagance, 
energy  or  sloth,  honesty  or  trickery,  responsibility  or  irrespon- 
sibility. 

The  accompanying  system,  while  far  from  being  perfect,  is 
sufficiently  comprehensive  to  protect  with  reasonable  fullness 
the  company  using  it.  It  is  in  the  right  direction.  From  its 
study  and  that  of  other  systems  something  better  will  grow. 
It  shows  under  what  heads  disbursements  are  to  be  charged 
and  a  careful  division  of  Operating  and  Construction  accounts 
is  given.  These  classifications  are  those  officially  promulgated 
by  the  United  States  government.  They  are  not  the  result  of 
any  particular  man's  labor.  They  represent  what  may  be 
called  the  accretions  of  years.  They  are  practically  perfect  in 
this,  that  they  embody  the  more  specific  things  that  such  dis- 
tributions should  contain.  They  will  not,  however,  it  is  prob- 
able, please  everyone.  Some  will  require  that  the  divisions 
be  more  minute;  others  that  they  be  not  so  minute. 

The  enumeration  of  items  that  enter  into  each  operating 
and  construction  account,  as  given  in  detail  herein,  was  first 
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collated  by  the  writer  many  years  ago.  To  the  casual  ob- 
server it  does  not  seem  important,  but  to  practical  account- 
ants its  value  is  apparent  It  is  only  by  such  minute  designa- 
tion that  we  can  hope  for  a  uniform  classification  of  disburse- 
ments. It  enables  storekeepers,  timekeepers  and  others  to 
charge  exactly  the  same  thing  to  the  same  account  every- 
where and  at  all  times  and  under  all  circumstances;  without 
it  they  could  not  do  this. 

Wherever  two  or  more  men  are  expected  to  co-operate  in- 
telligently, without  clashing  or  contention,  they  must  be  gov- 
erned by  well  understood  rules.  There  is  the  same  necessity 
for  such  rules  in  the  government  of  railways  that  there  is  for 
general  laws.  Each  road,  however,  requires  rules  and  regula- 
tions peculiar  to  itself.  Just  as  states,  cities  and  towns  require 
laws  peculiar  to  themselves;  just  as  businesses  alike  in  na- 
ture, but  carried  on  by  different  men  or  under  different  cir- 
cumstances require  different  methods  of  administration. 

This  book  is  intended  to  give  in  detail  some  of  the  more 
important  practical  rules  and  regulations  governing  labor  and 
material.  It  explains  certain  methods  found  by  practice  to 
be  efficacious.  The  attention  of  the  reader  is  invited  to  the 
forms  used.  The  value  of  these  will  grow  upon  him  as  he 
becomes  more  familiar  with  them.  Seemingly  dry  and  unim- 
portant, it  is  no  exaggeration  to  say  that  the  gross  revenue  of 
railroad  companies  would  not  be  sufficient  to  pay  for  keeping 
their  accounts  if  they  followed  the  old  method  of  bookkeeping 
that  our  forefathers  observed.  The  money  now  divided  In  the 
shape  of  dividends  and  paid  out  in  interest  would  not  be 
enough  to  pay  for  clerk  hire  and  stationery.  But  while  econ- 
omy is  sought,  the  necessity  that  exists  for  accurate  and  saien- 
tific  accounting  in  connection  with  the  operation  of  railways 
is  not  for  an  instant  lost  sight  of;  the  methods  devised,  while 
cheaper  than  those  of  merchants  and  bankers,  are  even  more 
carefully  constructed,  even  more  secure,  even  more  effective- 
in  their  operation. 

The  volume  is  intended,  as  its  name  implies,  to  afford  the 
reader  an  accurate  and  concise  description  of  the  disburse- 
ment accounts  of  a  road,  what  they  are,  how  they  are  kept 
and  how  they  are  grouped.  I  have  not  attempted  anywhere 
to  discuss  the  subject  except  from  the  practical  standpoint,  the 
standpoint  of  those  who  desire  to  know  concisely  and  accu- 
rately what  the  subject  covers,  what  is  requisite  to  be  done  in 
order  to  provide  necessary  facilities  for  keeping  the  disburse- 
ment accounts  of  a  road  and  surrounding  them  with  needed 
safeguards. 


CHAPTER  XXn, 

TITLES  OP  RAILWAY  OFFICERS  AND  EMPLOYES— KEY 
TO  THEIR  SIGNIFICANCE.* 

As  titles  seldom  have  the  same  meaning  upon  different 
roads,  or  a  like  meaning  for  any  length  of  time  on  the  same 
road,  it  is  necessary,  in  any  discussion  of  matters  affecting 
railroads  generally,  to  avoid  the  confusion  their  use  would  oc- 
casion. This  may  be  done  by  using  only  those  of  a  general 
character.  This  is  the  rule  I  have  tried  to  observe  in  my 
books.  Thus  when  I  refer  to  the  "treasurer"  I  mean  the  finan- 
cial officer  in  charge;  on  one  road  he  may  be  a  treasurer;  on 
another  a  vice-president,  comptroller,  cashier,  paymaster  or 
clerk.  The  title  "accounting  officer"  is  used  in  the  same  way; 
under  that  general  head  all  offlcebs  who  have  authority  in 
connection  with  the  accounts  are  grouped,  and  when  reference 
is  made  to  the  accounting  officer  it  means  the  particular  officer 
whose  duty  covers  the  thing  in  question,  whether  performed 
by  a  chief  clerk,  ticket  accountant,  freight  auditor,  auditor, 
comptroller  or  vice-president.  In  the  same  way  the  title  of 
"storekeeper"  represents  the  person  who  has  charge  of  the 
supplies  of  a  company  at  the  shops  and  along  the  line  of  a 
road,  or  who  renders  returns  thereof.  Two  distinct  officials 
may  perform  these  duties.  The  title  of  storekeeper  also  ap- 
propriately covers  the  person  who  keeps  the  time  of  men  and 
renders  account  thereof,  because  he  generally  has  charge  of 
material  as  well.  Upon  some  roads  the  storekeeper  will  be  the 
master  mechanic,  upon  others  the  foreman,  division  superin- 
tendent, civil  engineer,  stationer,  clerk,  timekeeper,  and  so 
oii.t  The  title  of  "agent"  naturally  covers  those  in  authority 
at  stations;!  it  includes  the  agent,  ticket-seller,  cashier,  clerk 
and  other  attaches.  The  title  of  "counsel"  covers  those  con- 
nected with  the  legal    department;    "traffic    manager"    those 


*  The  duties  and  responsfbilftlee  of  the  different  officers  of  a  railway 
company  are  more  fully  treated  of  and  the  provinces  of  the  various 
departments  defined  in  the  volume  of  this  series  on  the  organization  of 
railways. 

t  Indeed,  all  of  these  officials  have  more  or  less  to  do  with  material 
and  labor  accounts.  I  suggest  the  title  of  "storekeeper"  because  it  ap- 
pllea  more  generally  than  any  other.  • 

tThe  title  of  "agent"  la  also  sometimes  used  to  designate  any  per- 
son In  the  employ  of  a  railroad. 
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having  charge  of  the  traffic;  "division  superintendent'*  the 
official  having  charge  of  the  operating  department  of  a 
division,  including  the  civil  engineer  of  a  division,  although 
the  latter  may  be  an  independent  officer.  The  title  of  "man- 
ager" is  used  in  a  general  sense  to  designate  the  officers  col- 
lectively who  manage  the  property.  The  title  of  "general 
manager"  means  the  highest  known  managing  officer;  he  may 
be  a  president,  general  manager  or  superintendent. 

With  this  explanation  the  general  application  of  titles,  in 
the  sense  I  use  them,  will  be  understood.  When  I  find  it 
necessary  to  use  a  title  of  any  kind  I  use  that  which  seems 
most  appropriate,  not  as  expressing  an  opinion,  directly  or 
indirectly,  as  to  what  a  particular  title  should  be,  or  what 
the  official  possessing  that  title  should  do  in  all  cases. 


CHAPTER  XXIII. 

GENERAL    RULES    GOVERNING    CARE    OF    MATERIAL 
AND  ACCX)UNTING  THEREFOR. 

[NoTB. — In  connection  with  the  Material  accounts,  I  may  say  for 
the  information  of  those  who  are  not  versed  In  the  technicalities  of 
accounts  that  all  material  (including  fuel)  that  is  reported  as  received 
in  store  is  a  charge  against  the  recipient ;  all  material  (and  fuel)  that 
is  included  in  the  returns  as  being  disbursed,  sold,  or  shipped  away,  is 
a  credit  to  the  person  making  the  report,  and  a  charge  against  the  thing 
upon  which  it  is  disbursed.  In  the  final  entries  on  the  general  books  of 
the  company,  made  from  the  summaries  of  returns,  debits  and  credits 
have  this  basis.  Thus,  material  embraced  on  one  side  of  the  return  is 
the  same  as  a  charge,  while  if  included  on  the  other,  it  is  a  credit.] 

Before  attempting  to  indicate  the  specific  rules  and  regu- 
lations that  must  in  the  main  be  observed  in  connection  with 
the  care,  distribution,  use  and  accounting  for  material,  let  us 
consider  briefly  what  are  the  requirements  as  regards  the  fit- 
ness and  responsibility  of  those  interested. 

Matters  relating  to  the  material  of  a  company  concern 
every  officer;  but  more  particularly,  those  who.  order,  buy,  re- 
ceive, inspect,  care  for,  disburse,  use  and  finally  account  for  It 
on  the  books  and  in  the  returns. 

The  measure  of  responsibility  and  extent  of  knowledge 
required  of  those  in  charge  of  material  is  not  the  same  in  all 
cases — ^they  differ  as  they  do  in  other  departments  of  the  serv- 
ice— but  it  is  essential  that  the  theory  and  practice  of  accounts 
governing  material  and  labor  should  be  understood  by  every- 
one, otherwise  they  will  not  be  able  to  act  harmoniously,  and 
the  service  will  suffer  from  inefilciency,  extravagance  and  con- 
tention. 

In  the  conduct  of  material  and  labor  accounts  the  design 
should  be  that  each  storekeeper  and  timekeeper  should  have 
his  particular  sphere  of  duty;  that  he  should  be  respected 
therein;  that  those  about  him  should  co-operate  in  every  way 
with  him  to  increase  his  usefulness,  and  that  he  in  his  turn 
should  be  particular  not  to  infringe  upon  the  duties  and  re- 
sponsibilities of  others;  and,  finally,  that  all  should  act  har- 
moniously for  the  common  good.* 

*  Those  who  hav«  charge  of  the  receipt,  care  and  disbursement  of 
material  and  are  charged  with  the  responsibility  of  accounting  there- 
for, are.  for  convenience,  designated  herein  as  "storekeepers."  This 
title  applies  alike  to  the  person  In  charge  of  the  material  at  a  shop,  or 
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At  many  points  on  a  line  the  care  of  material  is  a  mer^ 
incident,  the  value  and  quantity  on  hand  neither  necessitating 
nor  Justifying  a  storekeeper.  Nevertheless,  the  material 
should  be  looked  after  with  the  same  intelligence  and  faith- 
fulness that  petty  cash  collections  are  looked  after  at  small 
stations.  The  amount  of  cash  is  never  a  matter  of  considera- 
tion in  providing  for  its  safety;  everything  necessary  to  pro- 
tect it  is  studied  in  advance  and  rigidly  enforced.  A  loss  of 
cash,  no  matter  if  it  does  not  amount  to  more  than  a  few 
shillings,  is  not  looked  upon  as  excusable.  The  same  principle 
should  govern  the  care  of  material.  It  should  be  protected 
everywhere  and  under  all  circumstances,  without  reference  to 
the  quantity  or  particular  value,  so  far  as  it  is  possible  with- 
out incurring  expense  out  of  proportion  to  the  risk  involved. 

Those  with  whom  the  duty  of  looking  after  material  is  an 
incident  only  should  still  take  accurate  account  of  the  mate- 
rial they  receive  and  expend,  should  guard  the  supplies  in- 
trusted to  them  with  unceasing  vigilance,  and  while  they  may 
not  possess  the  discretion  of  division  and  shop  storekeepers,  it 
is  their  duty  to  report  any  act  or  impression  connected  with 
the  handling  of  material  whereby  the  service  may  be  bene- 
fited.   The  interests  of  all  are  alike  in  this  regard. 

At  the  shop  storehouses  of  a  company  the  extent  of  the 
work  requires  the  employment  of  a  particular  person  to  take 
charge  of  the  accounts  and  supplies.  He  is  called  a  store* 
keeper.  He  must  be  especially  versed  in  his  business;  it  is 
necessary  that  he  should  understand  not  only  the  theories  but 
the  practices  connected  with  material  accounts;  he  should 
also  be  familiar  with  the  kinds  of  material  that  the  company 
uses,  and  with  each  article  thereof,  so  that  he-  may  be  able  to 
judge  of  its  merits.  This  last  is  necessary  to  enable  him  to 
inspect  it  properly  and  determine  whether  it  corresponds  with 
that  paid  for  by  the  company.  He  should  understand  the 
question  of  supplies  in  general  and  in  particular.  Unless  this 
is  so  he  will  be  unable  to  avoid  embroiling  his  company  in 
disputes  with  merchants  as  to  the  merits  and  value  of  articles 
received  from  them  that  might  otherwise  be  avoided.  The 
storekeeper  must  not  only  be  experienced,  faithful  and  observ- 
ing, but  he  should  be  obliging,  courteous  and  frank. 

The  storekeeper's  association  with  and  dependence  upon 
others  require  that  he  should  possess  tact  and  patience. 
While  exercising  the  utmost  watchfulness  to  see  that  his  corn- 


storehouse,  or  fuel  supply  depot;  to  a  division  Buperintendent,  civil  en- 
gineer, roadmaster.  stationer  or  any  other  person  who  ia  charged  with 
the  responsibility  of  reccivinfj.  caring  for  and  disbursing  material  and 
rendering  returns  thereof.  Those  occupying  a  less  responsible  position, 
who  handle  material,  are  designated  by  some  other  title,  so  as  not  to 
confound  the  duties  or  responsibilities  exercised  by  them  respectively. 
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pany  receives  that  which  it  pays  for,  he  should  not  under  any 
circumstances  or  pretense  attempt  by  direct  or  indirect  means 
to  wrong  a  person  from  whom  material  is  bought,  or  deduct 
anything  from  that  which  is  really  his  due.  The  storekeeper 
is  a  custodian,  and  is  bound  to  report  the  facts  exactly  as  they 
exist,  neither  omitting  nor  adding  anything.  This  is  the  duty 
of  the  accountant  everywhere  and  under  all  circumstances. 
He  is  a  historian  merely  of  that  which  occurs  about  him. 

It  is  the  duty  of  the  storekeeper  to  see  that  that  which  he 
receives  is  genuine;  to  carefully  husband  it,  and  to  disburse  it 
only  upon  authenticated  orders. 

The  duties  of  the  storekeeper,  no  matter  how  great  or  how 
small  the  amount  of  material  intrusted  to  him,  require  that 
he  should  take  the  best  possible  advantage  of  the  facilities  at 
his  command;  that  he  should  so  arrange  his  storehouse  and 
dispose  of  his  material  as  to  most  conveniently  receive,  in- 
spect, watch  and  disburse  that  which  passes  through  his 
hands.  This  will  require  him  to  study  his  resources  carefully 
and  make  the  most  of  them.  He  should  so  arrange  his  mate- 
rial as  to  prevent  its  being  taken  without  his  knowledge,  or. 
If  otherwise  obtained,  that  the  abstraction  may  at  once  be 
called  to  his  attention.  This  duty  is  extremely  difiOlcult  where 
the  material  is  scattered,  as  it  necessarily  is  at  many  shops. 
Nevertheless,  it  should  be  so  arranged  as  to  be  under  his  in- 
spection from  day  to  day,  if  not  actually  under  lock  and  key. 
He  should,  so  far  as  he  can,  devise  means  to  protect  the  sup- 
plies from  the  weather,  and  to  so  arrange  them  as  to  save 
labor  in  handling,  and  reduce  the  cost  of  inspecting  and 
inventorying  to  the  minimum.  His  duties  are  what  his  title 
implies.  Whether  he  is  a  good  storekeeper  or  a  poor  one  will 
depend  upon  the  measure  of  his  talent  and  industry.  There 
are  both  good  and  bad  storekeepers  in  mercantile  life.  The 
former  are  those  who  study  the  situation  and  take  advantage 
of  its  opportunities.  The  same  rule  holds  good  with  the  store- 
keepers of  a  railway  company.  The  one  who  gives  his  duties 
the  most  thought  and  attention  will  be  the  best,  and  his  re- 
ward in  the  long  run  will  be  the  greatest. 

The  material  that  a  company  uses  in  its  construction  and 
operating  work  covers  every  article  known  in  the  mercantile 
world.  Not  all  of  these,  however,  pass  through  the  hands  of 
every  storekeeper,  their  duties  are  varied  according  to  the 
location  and  particular  purpose  of  the  storehouse;  thus,  a  con- 
struction storehouse  is  opened  for  new  roads  built  or  old  ones 
extended;  a  storehouse  for  material  used  at  shops  and  round- 
houses; for  track  material;  for  bridge  and  building  material; 
for  stationery  and  blank  books;  for  supplies  for  dining  and 
business  cars  and  lunch  rooms,  and  so  on.  Some  of  these  may 
be  consolidated.     Those  in  charge  require  to  be  especially 
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versed  in  the  duties  of  their  office.  Notwithstanding  this 
practical  knowledge,  the  good  of  the  service  requires  them  to 
seek  hearty  and  active  co-operation  of  those  about  them  who 
are  more  familiar  than  they  by  actual  experience  with  mate- 
rial, more  especially  those  likely  to  render  them  good  advice. 
The  storekeeper  should  combine  the  intelligence  of  those 
about  him  with  his  own,  and  not  seek  to  stand  alone.  In  no 
other  way  can  he  keep  himself  advised  or  familiar  with  the 
value  and  purposes  of  material  or  the  changes  that  occur  from 
day  to  day.  The  changes  in  this  branch  of  the  service  are 
more  important  and  more  frequent  than  in  any  other  depart- 
ment of  industry  in  the  world.  In  every  field  railway  appli- 
ances are  in  a  transitional  state.  They  are  not  perfect  in  the 
machinery  department,  the  track  department,  the  train  de- 
partment, the  station  department  or  accounting  department. 
Betterment  is  the  watchword  in  every  branch  of  the  service. 
It  is  the  duty  of  storekeepers  to  keep  themselves  advised  of 
these  changes  as  they  occur.  Otherwise  they  cannot  handle 
intelligently  the  material  they  receive. 

The  duties  of  storekeepers,  as  will  be  seen  from  the  fore- 
going, require  something  more  than  involuntary  or  mechani- 
cal service.  And  while  they  may  have  no  discretion  in  regard 
to  the  quality  of  material  bought,  cannot  add  a  jot  to  the  facil- 
ities they  possess  for  handling  supplies,  nor  be  able  to  say 
that  material  may  or  may  not  be  used,  they,  nevertheless, 
possess  wide  discretion,  and  have  ample  scope  in  which  to 
exercise  intelligence  and  display  business  ability.  Their 
knowledge  of  the  uses  of  material,  acquired  by  handling  it, 
renders  them  of  great  assistance  in  determining  the  kind  and 
amount  required.  It  also  enables  them  to  discover  any  sur- 
plus on  hand  or  any  old  or  new  material  not  needed,  or  that 
has  become  obsolete.  This  knowledge  is  of  great  value  in 
preventing  the  unnecessary  accumulation  of  material,  and  of 
disposing  of  that  which  a  company  no  longer  needs. 

The  value  of  a  storekeeper's  services  to  officers  and  others, 
in  connection  with  the  ordering  and  use  of  material,  adds 
greatly  to  his  usefulness.  But  his  value  in  this  regard,  it  may 
be  observed,  will  be  measured  by  the  intelligence,  zeal  and 
tact  he  displays  in  communicating  his  knowledge  to  those  who 
have  practical  use  for  it. 

The  duty  that  devolves  upon  storekeepers  of  looking  after 
supplies  while  in  their  hands,  should  not  cease  altogether 
after  the  material  has  passed  into  the  possession  of  others. 
Their  jurisdiction,  so  far  as  they  are  able  to  exercise  it,  re- 
quires them  to  see  that  material  is  not  misappropriated  or 
lost  afterward;  and  in  the  event  it  is,  to  require  reparation 
therefor.  This  duty  is  especially  urgent  in  the  case  of  brasses, 
tools  and  utensils  of  common  use.    It  is  within  the  discretion 
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of  storekeepers  to  require,  In  making  disbursements,  that  the 
old  or  worn-out  article  that  is  to  be  replaced  should  be 
returned  or  duly  accounted  for.  This  duty  is  very  far  reach- 
ing in  its  application.  It  extends  not  only  to  the  tools  used 
by  carpenters,  machinists,  blacksmiths,  painters  and  others 
about  shops  and  roundhouses,  but  to  the  implements  that  are 
used  upon  trains,  upon  the  tracks,  and  at  stations,  water- 
sheds, fuelhouses  and/  yards;  everywhere,  in  fact,  where  the 
return  of  the  old  article  will  prove  that  it  has  been  properly 
used.  In  many  cases  the  articles  thus  returned  will  have  no 
value,  or  but  a  nominal  value  at  best.  However  this  may  be, 
the  application  of  the  rule  will  be  useful  in  enforcing  care  in 
the  use  of  a  company's  property.  Moreover,  in  many  cases 
articles  thus  returned  may  be  repaired  and  re-used  with  little 
expense,  that  would  otherwise  be  thrown  away  as  useless. 
No  one  except  those  who  are  familiar  with  the  purchase  and 
handling  of  material  can  judge  in  such  matters.  Many  articles 
that  apparently  have  no  value  whatever  may,  with  the  ex- 
penditure of  a  trifling  sum,  be  made  serviceable,  or  may  be 
made  to  realize  something  in  the  market.  It  is  the  duty  of 
storekeepers  to  keep  themselves  advised  in  regard  to  matters 
of  this  kind;  it  is  in  their  power  to  add  greatly  to  the 
economical  use  of  supplies,  and  to  realize,  through  their  zeal, 
experience  and  tact  in  the  use  of  tools  and  other  implements 
and  the  return  thereof,  vast  sums  of  money  which  under  other 
circumstances  would  be  lost  without  anyone  suspecting  the 
fact  or  realizing  the  amount. 

One  of  the  reasons  why  the  original  outlay  and  expense 
account  of  corporations  is  greater  than  that  of  private  con- 
cerns is  because  of  the  increased  cost  of  petty  things.  It  is 
possible,  by  the  exercise  of  minute  and  salutary  rules,  to  cor- 
rect this  evil  in  many  respects. 

The  proper  disposition  of  material  passing  through  a  store- 
house is  of  the  greatest  importance  to  a  company,  from  what- 
ever point  viewed.  The  exact  measure  of  discretion,  however, 
that  may  be  allotted  storekeepers,  in  order  to  derive  the  great- 
est benefit  from  their  services,  can  only  be  approximately  de- 
termined. It  cannot,  however,  extend  absolutely  beyond  the 
Inspection,  count  and  custodianship  of  the  goods.  The  right 
to  watch  over  their  use,  after  they  have  passed  from  their 
hands,  they  must  exercise  with  others.  It  is  primarily  the 
duty  of  the  operating  ofllcer,  into  whose  hands  goods  pass,  to 
see  that  they  are  expended  economically  and  in  good  faith. 
The  measure  of  discretion  that  the  storekeeper  will  be  able  to 
exercise  outside  of  his  defined  duties.  It  is  apparent,  will  de- 
pend upon  his  industry,  experience,  faithfulness  and  ability 
to  work  harmoniously  with  those  about  him.  The  call  for  his 
services  will  depend  upon  the  possession  and  exercise  of  these 
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qualities.  As  the  recipient  of  material  bought,  the  storekeeper 
is  practically  the  auditor  thereof;  his  record  of  material  dis- 
bursed forms  the  basis  of  all  charges  on  such  account. 

The  precautions  to  be  observed  in  the  care  of  material,  it 
is  manifest,  depend  very  much  upon  its  nature.  Many  articles 
do  not  offer  temptation  or  facility  to  pilferers.  On  the  other 
hand,  the  list  of  those  having  an  immediate  appreciable  value 
is  very  great.  These  require  to  be  watched  with  the  same 
care  that  a  cashier  watches  money  in  his  drawer.  They  com- 
prise oils,  brasses,  tools,  hardware  and  portable  articles  of  a 
general  nature  that  the  company  uses  in  its  service.  There  is 
still  much  to  be  learned  in  regard  to  the  best  manner  of  pro- 
tecting property  of  this  kind;  but  that  which  has  been  found 
most  simple  and  efficacious  is  the  system  of  exchanges, 
namely,  the  requiring  of  the  return  of  the  old  article  when  a 
new  one  is  needed  to  replace  it.  Its  enforcement  does  not 
require  elaborate  accounting;  it  is  very  simple  and  inexpen- 
sive. Its  immediate  effect  is  to  emphasize  the  relative  care 
exercised  by  those  who  use  material  of  this  description.  If 
they  are  careful  it  is  at  once  apparent;  if  negligent,  the  fact 
can  not  be  long  withheld.  The  great  value  to  a  company  of 
the  system  of  exchanges  in  the  case  of  brasses  has  long  been 
determined;  its  introduction  in  one  instance  at  once  cut  down 
the  cost  to  the  company  of  such  material  one-third. 

The  necessity  of  returning  an  article  when  through  with  it 
suggests  the  necessity  of  protecting  it  meanwhile.  The  en- 
forcement of  a  rule  requiring  the  return  of  old  or  broken  tools 
and  other  utensils,  it  is  believed,  will  be  quite  as  salutary  as 
in  the  case  of  brasses.  It  will  emphasize  the  fact  of  owner- 
ship in  a  company,  and  the  return  of  the  old  implement  will 
serve  as  a  voucher  for  the  procurement  of  another  to  replace 
it.  The  pride  that  men  feel  in  caring  for  property  intrusted 
to  them,  and  the  further  fact  that  such  care  is  known  and 
appreciated,  will  intensify  their  interest. 

In  carrying  out  the  principle  of  substitution,  elaborate 
bookkeeping  is  not  necessary.  An  account  should  be  opened 
with  the  person  to  whom  articles  are  given;  when  they  are 
returned  the  storekeeper  may  run  his  pen  through  the  entry 
or  a  mark  may  be  set  opposite  showing  that  they  have  been 
returned  and  new  ones  issued  in  their  places.  The  method 
of  accounting  is  unimportant,  except  that  it  should  be  simple 
and  inexpensive,  and  yet  comprehensive  enough  to  accomplish 
the  purpose  desired.  As  often  as  once  a  month  a  general 
inventory  should,  if  practicable,  be  taken  of  articles  thus  out- 
standing. At  shops  an  inventory  should  be  taken  much 
oftener;  indeed,  it  would  be  well  that  tools  should  be  returned 
at  night  and  redistributed  in  the  morning. 

While  the  discretion  of  storekeepers  in  regard  to  the  dis- 
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bursement  of  material  is  restricted,  nevertheless  in  the  event 
any  order  they  receive  should  seem  to  he  ill  timed,  excessive 
or  improper,  their  privilege  and  duty  require  them  to  call  the 
matter  of  the  attention  of  the  responsible  operating  officer 
immediately  in  charge.  A  faithful  cashier,  when  he  receives  a 
check  that  while  technically  right  seems  yet  to  be  wrong,  will, 
before  acting  upon  it,  take  measures  to  ascertain  its  accuracy; 
in  the  same  way  storekeepers  will  consult  freely  and  fully 
with  the  ofiBlcers  in  charge  in  reference  to  matters  of  interest 
or  concern  about  which  there  are  any  doubts. 

The  duties  of  the  storekeeper  concern  not  only  supplies 
awaiting  use,  but  extend  also  to  scrap  and  other  old  material. 
Every  ounce  of  material  of  this  kind  possesses  a  value  that  is 
no  more  to  be  disregarded  than  the  small  change  that  finds 
its  way  into  a  ticket  seller's  cash  drawer;  it  should  be  looked 
after  carefully,  should  be  accurately  weighed — so  far  as  facili- 
ties will  permit — and  should  be  brought  upon  the  company's 
books  with  as  much  concern  as  if  it  were  of  inestimable  value. 
The  duty  of  looking  after  the  scrap  of  a  company  and  securing 
due  return  thereof  is  one  of  extreme  difficulty,  and  invites  the 
earnest  attention  and  forethought  of  everyone. 

While  the  duties  of  storekeepers  in  reference  to  the  care 
of  material  have  been  thus  fully  defined,  it  should  not  be  for- 
gotten that  the  duties  of  operating  officers  in  the  premises  are 
even  more  imperative.  They  should  be  active  in  every  direc- 
tioti  to  prevent  the  extravagant  use  or  misappropriation  of  a 
company's  supplies.  And  in  order  that  discipline  and  concur- 
rence of  knowledge  may  be  secured  everywhere,  and  at  all 
times,  it  is  made  the  duty  of  operating  officers  at  shops  and 
elsewhere  to  see  that  those  who  have  the  custody  of  material, 
whether  as  storekeepers  or  foremen,  exercise  prudence  and 
faithfulness  in  the  performance  of  their  duty,  and  that  they 
carefully  guard  the  supplies  in  their  charge  and  enforce  such 
measures  of  precaution  and  economy  as  may  be  necessary. 
This  supervisory  duty  is  an  important  one,  but  is  not  onerous 
from  the  fact  that  the  presence  of  the  official  in  charge,  on  the 
ground,  renders  the  task  easy.  His  duties  and  those  of  the 
storekeeper  are  reciprocal. 

The  supplies  of  a  company  represent  cash.  They  cost  cash. 
Their  waste,  improvident  use  or  loss  is  the  same  to  the  com- 
pany as  the  loss  of  cash.  The  same  principles  should,  there- 
fore, govern.  A  storekeeper  is  the  same  as  a  cashier.  His 
Implements  are  different,  that  is  all.  It  is  his  duty  to  see  that 
that  which  he  receives  is  genuine;  that  the  count  is  full;  that 
the  goods  are  faithfully  protected  and  guarded;  that  they  are 
disbursed  only  on  properly  authenticated  vouchers;  and, 
finally,  that  full  and  complete  records  and  returns  are  made. 

In  order  to  secure  harmony  and  efficiency,  the  duties  of 
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different  departments  (and,  as  nearly  as  possible,  of  different 
officials)  should  be  defined  as  accurately  as  circumstances  will 
admit,  so  far  as  they  relate  to  the  handling  of  material.  Th«3 
service  should  be  impersonal;  those  concerned  should  co- 
operate heartily  with  each  other  without  transgressing  the 
limits  of  their  particular  duties.  The  great  quantity  of  mate- 
rial and  the  widely  separated  territory  over  which  it  is  han- 
dled render  this  necessary. 

Material  must  not  be  charged  to  an  expense  or  construction 
account  until  actually  used.  An  exception  may,  however,  be 
made  in  the  case  of  petty  supplies  sent  to  stations  for  actual 
use,  where  the  cost  of  accounting  would  be  considerable  and 
the  measure  of  information  furnished  of  no  practical  value. 
But  in  regard  to  supplies  stored  at  shops  and  other  depots 
and  centers  of  supply,  or  in  the  hands  of  trackmen  or  men 
engaged  in  repairs  and  construction  of  bridges,  culverts,  build- 
ings, fences  and  platforms,  it  is  intended  that  they  should  be 
charged,  when  received,  to  the  person  responsible  for  their  cus- 
tody and  proper  distribution;  but  this  person  should  not, 
under  any  circumstances,  charge  them  to  an  account  until 
they  are  expended  thereon.  Those  in  charge  of  track,  build- 
ings, bridges,  culverts,  shops,  roundhouses,  fuel  depots,  as  well 
as  storekeepers  proper,  are  required  to  make  return  of  mate- 
rial taken  from  store  for  actual  use;  also  the  amount  of 
material  and  scrap  on  hand.  In  this  way  a  company  is  kept 
advised,  not  only  of  the  gross  amount  of  material' on  hand, 
but  the  amount  at  different  places,  also  the  particular  kinds 
of  material.  This  positive  knowledge  enables  officials  to  act 
intelligently  and  to  prevent  the  unnecessary  accumulation  of 
material  that  would  occur  if  the  company's  measures  did  not 
enable  it  to  determine,  at  a  glance,  exactly  the  material  on 
hand,  and  the  quantity,  location  and  value  thereof.* 

Generally  speaking,  the  method  of  business  that  accom- 
plishes results  with  the  least  expense  and  friction  is  the  most 
desirable  for  business  purposes,  and  the  one  that  experienced 
and  practical  men  will  most  readily  accept  and  carry  out. 
This  is  the  method  sought  to  be  embodied  herein;  Its  purpose 
is  to  achieve  results  by  the  simplest  and  least  expensive 
means  consistent  with  necessary  safeguards.  Observances  are 
held  subordinate  to  practical  results.    The  forms  used  are  the 


*  It  was  formerly  the  practice  to  charge  much  of  the  material  used 
directly  to  the  account  upon  which  It  was  to  be  used,  when  bought. 
This  was  especially  so  in  regard  to  road  material.  The  practice  grew 
out  of  the  difficulty  of  securing  effective  accounting.  This  difficulty 
has  been  largely  overcome,  and  measures  are  so  perfected  In  this  direc- 
tion, at  the  present  time,  as  to  enable  a  company  to  keep  in  many  re- 
spects as  intelligent  and  effective  account  of  Its  supplies  as  that  kept  by 
a  merchant  or  manufacturer.  These  methods,  however,  are  not  by  any 
means  perfect,  and  all  concerned  in  the  handling  of  material  should 
keep   in  mind  the  necessity  of  further  perfecting  them. 
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best  and  cheapest  that  experience  suggests;  they  will  require 
to  be  modified  or  enlarged  from  time  to  time,  according  to  the 
vicissitudes  of  business  and  experience.  For  this  reason  those 
in  charge  of  material  accounts  should  not  allow  the  glamour 
of  forms  or  practices  to  take  too  firm  a  hold  upon  them;  they 
should  keep  themselves  unprejudiced,  so  that  they  may  vj^ew 
the  work  of  the  accounting  department  with  the  same  cyni- 
cism that  those  about  them  observe.  They  are  expected  to 
pursue  practical  things;  to  avoid  the  purely  ideal;  to  weigh 
forms  and  devices  by  the  benefits  derived  therefrom.  Any 
method  that  does  not  have  a  present  or  prospective  value  over 
and  above  its  cost,  is  extravagant,  wasteful  and  demoralizing. 

Material  may  not  be  ordered  by  a  storekeeper  except  to 
meet  actual  demands,  based  on  the  expressed  wants  of  others, 
nor  can  he  disburse  it  except  upon  orders  from  the  official  in 
charge,  or  his  duly  accredited  representative.  These  orders  are 
his  vouchers,  and  he  should  preserve  them  with  the  scrupu- 
lous care  that  a  banker  preserves  drafts  that  he  has  paid. 

The  routine  of  bookkeeping,  as  it  affects  material,  is  very 
simple.  Each 'transaction,  however,  involves  a  special  phase 
of  accounting. 

When  material  is  received  by  a  storekeeper  he  compares  it 
with  the  invoice  and  duly  records  the  quantity,  price  and  total 
value  on  his  books  and  in  his  accounts.  He  re-embodies  this 
Information  in  the  returns  which  he  makes  of  material 
received.  This  latter  forms  the  basis  for  making  the  charge 
against  him  and  for  crediting  the  official  who  bought  the 
material  or  the  storekeeper  by  whom  it  was  shipped.  When 
material  is  disbursed,  the  storekeeper  should  have  an  order 
therefor,  which  he  files  away.  If  material  is  shipped,  an 
invoice  accompanies  or  precedes  It.  Material  disbursed  is 
charged  to  the  account  upon  which  expended.  If  it  is  shipped 
to  another  storekeeper,  it  is  charged  specifically  to  such  per- 
son. If  it  is  used  for  construction  or  operating,  it  is  charged 
thereto.  Each  storekeeper  enters  the  disbursements  he 
makes,  like  receipts,  in  due  order  in  his  returns.  The  amount 
he  disburses  is  credited  to  him.  All  this  information  is  needed 
by  the  accounting  officer  or  person  who  audits  the  accounts  of 
storekeepers;  it  may  be  rendered  in  separate  statements  or  all 
embodied  in  a  consolidated  return;  the  latter  plan  is  the  one 
suggested  herein.  A  detailed  and  separate  statement  is  made 
by  each  storekeeper  of  the  material  he  receives,  ships  away, 
sells,  exchanges,  otherwise  disburses,  or  uses;  at  the  end  of 
the  month  he  takes  an  impression  of  these  statements,  after 
which  he  binds  them  together  in  the  form  of  a  book  and  for- 
wards them  through  the  proper  channel  to  the  officer  whose 
duty  it  is  to  finally  examine  and  place  the  results  they  dis- 
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close  on  the  books  of  the  company.  The  plan  is  simple,  cheap 
and  effective.* 

In  accounting  for  material  scattered  along  a  line,  the  fol- 
lowing provision  has  been  found  effective:  Petty  supplies 
distributed  by  storekeepers  for  current  use  or  supply  at  places 
having  no  clerical  facilities  are  accounted  for  by  the  store- 
keeper making  the  disbursement.  The  same  rule  Is  followed 
in  reference  to  station  and  train  material.  Track  supplies  for 
each  line  are  accounted  for  by  the  storekeeper  for  such 
line;  in  some  cases  he  is  superintendent,  in  others,  a  store- 
keeper proper,  in  others  an  engineer.  Material  used  by  gangs 
of  men  engaged  in  repairs  of  buildings,  bridges,  culverts, 
fences,  stock  yards,  platforms,  etc.,  for  each  line  or  division  is 
accounted  for  by  a  central  storekeeper. 

The  rules  and  regulations  for  handling  the  accounts  con- 
tained herein  are  such  as  experience  suggests.  The  central 
Idea  is  to  make  the  writing  up  of  the  records  at  the  initial 
point  on  the  line  answer  the  varied  purposes  of  all  officials 
who  have  occasion  to  keep  themselves  advised.  Thus  the 
records  written  up  at  the  storehouses  for  material  are  sent 
forward  through  the  offices  of  the  various  operating  officials 
interested  in  such  matters.  Before  these  returns  are  for- 
warded, an  impression  copy  is  taken  of  them  by  the  store- 
keeper as  already  stated.f  In  this  way  all  the  operating  offi- 
cers interested  have  an  opportunity  to  inspect  the  returns  in 
detail  without  the  company  being  put  to  the  expense  of 
retranscribing  them  in  their  several  offices.  In  the  event 
officers  at  any  time  require  details  of  an  account,  they  may 
quickly  and  easily  obtain  them  by  reference  to  the  office 
where  the  record  was  originally  written,  or  where  it  is  finally 
lodged.  The  official  who  becomes  custodian  of  the  returns 
uses  them  as  vouchers.  He  need  not  retranscribe  them  in 
detail  upon  his  books;  only  the  footings  need  be  posted.  Thus 
the  records  of  storekeepers,  superintendents,  civil  engineers, 
roadmasters,  bridge  and  building  foremen,  stationers  and 
others  who  perform  the  duties  of  storekeeper,  no  matter  what 
their  titles  may  be,  will  be  finally  lodged  in  one  office  and 
form  the  basis  of  the  company's  report  of  disbursements. 

The  system  of  accounts  provided  for  herein  contemplates 
a  minute  classification  of  disbursements  as  between  operating 
expenses  and  construction;  in  the  event  of  doubt  or  dispute, 
the  matter  is  to  be  referred  to  the  proper  accounting  officer 


*  For  a  more  detailed  description  of  It.  see  what  is  said  In  reference 
to  the  distribution  of  material  book. 

t  In  the  event  the  sending  of  the  distribution  of  material  book 
through  the  oflSces  of  operating  officials  would  engender  too  much  delay 
or  occasion  inconvenience,  an  extra  impression  of  these  returns  may  be 
taken  by  the  storekeeper  and  forwarded  to  the  operating  officer  In  charge, 
and   through  him  in  turn  to  all  others  interested. 
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for  decision.  It  is  not  the  province  of  a  storekeeper  (or  time- 
keeper) to  favor  one  account  at  the  expense  of  another.  It  is 
his  duty  to  record  the  facts  exactly  as  they  occur.  This  is  one 
of  the  objects  sought  to  be  attained  through  the  system  em- 
bodied herein.  It  is  a  vital  matter.  In  the  event  a  store- 
keeper is  also  responsible  for  the  expenditure — in  other  words, 
where  he  acts  both  as  principal  and  accountant — he  must 
still  render  unprejudiced  returns.  In  such  cases  it  is  his  duty 
to  appoint  a  competent  person  to  take  charge  of  the  accounts 
of  his  office  and  act  as  storekeeper;  the  latter  should  be  unim- 
peded in  the  discharge  of  his  duties;  he  should  apportion  ex- 
penditures exactly  as  they  occur,  in  accordance  with  the  facts, 
without  reference  to  how  the  showing  affects  the  official  in 
charge.  Thus,  those  in  charge  of  track  acounts  will  not 
attempt  to  debit  construction  with  expenditures  that  properly 
belong  to  operating,  or  vice  versa.  'Unless  the  accountant  (be 
he  who  he  may)  is  impartial  in  the  discharge  of  his  duties, 
the  deception  the  company  risks  and  the  losses  to  which  it 
may  be  subjected  in  consequence  will  readily  suggest  them- 
selves; they  as  readily  suggest  the  necessity  of  putting  the 
accounts  in  the  hands  of  those  who  will  render  impartial  re- 
turns thereof. 

Impartiality  is  one  of  the  objects  sought  to  be  attained 
in  suggesting  that  storekeepers  at  shops  be  relieved  from 
immediate  responsibility  to  those  who  buy  or  use  supplies, 
all  incentive  to  act  prejudicially  being  thus  avoided.  Not  be- 
ing responsible  for  the  purchase  of  material,  it  follows  nat- 
urally that  they  will  render  true  returns  thereof;  not  being 
responsible  for  expenditures  of  material,  it  follows  corre- 
spondingly that  they  will  make  true  returns  thereof.  They 
occupy  the  same  relation  to  the  operating  department  that  the 
commissary  occupies  to  the  quartermaster's  department  of 
the  United  States  army.    One  buys;. the  other  audits. 

Such  is,  in  general,  an  outline  of  the  system  embodied 
herein.  But  in  order  that  so  far  as  possible  there  may  be 
absolute  unanimity  in  the  handling  of  supplies  and  the  con- 
duct of  accounts,  formal  rules  and  regulations  become  nec- 
essary. Those  that  occur  to  me  I  give  in  the  following  pages. 
They  should  be  carefully  studied  by  those  interested,  not  only 
in  relation  to  particular  things,  but  in  the  relation  they  bear 
to  the  method  of  handling  supplies  as  a  whole.  These  rules, 
like  those  contained  elsewhere  in  this  book,  apply  to  every- 
one, and  should  not  be  disregarded  except  special  and  particu- 
lar reason  exists  therefor,  of  which  the  official  in  charge  of 
material  accounts  should  be  the  judge. 


CHAPTER  XXIV. 

MANUAL  OF  MATERIAL.  ACCOUNTS  AND  METHODS. 

[NOTB. — As  the  rules  and  regulations  governing  Requisitions  and 
Orders  for  Material  are  incidental  to  the  subject  matter  contained 
herein,  the  reader  is  referred  to  the  chapter  treating  of  Requisitions  and 
Orders  for  Material.  A  request  for  material  to  be  purchased  is  called 
"Requisition  for  the  Purchase  of  Material" ;  a  request  for  material  to 
be  transferred  trom  one  storehouse  to  another  Is  called  "Requisition  for 
Transfer  of  Material:"  a  request  for  material  to  be  taken  from  stock  for 
immediate   use   in   shops,   yards,   etc.,   Is  called   **OrdeF  for  Material."] 

The  material  accounts  of  a  company  represent  supplies 
on  hand  not  in  use,  including  new,  usable  and  scrap  material. 

All  material  in  store  is  charged  specifically  on  the  general 
books  of  the  company  to  its  custodian. 

Material  bought  by  the  purchasing  agent  is  charged  di- 
rectly to  him  when  purchased.  Upon  acknowledgment  of  the 
receipt  of  the  material  by  the  storekeeper  to  whom  it  is  for- 
warded, it  is  charged  to  such  storekeeper  and  the  purchasing 
agent  is  credited  therewith. 

No  material  should  be  charged  to  a  storekeeper  until  re- 
ported as  received  in  his  distribution  of  material  book;  the 
same  rule  should  be  observed  in  regard  to  fuel. 

Storekeepers  should  also  be  charged  with  all  old  material 
(both  usable  and  scrap)  which  accumulates;  they  are  required 
to  credit  such  material  to  the  proper  account  in  their  distri- 
bution books  in  the  month  in  which  it  is  received. 

Storekeepers  are  credited  with  material  disbursed  and  with 
material  forwarded  by  them  to  other  storekeepers. 

Material  disbursed  should  be  charged  in  the  distribution 
books  to  the  account  for  which  it  is  used;  the  storekeeper 
will  be  credited  with  the  total  amount  of  material  disbursed 
by  him  each  month,  provided  the  items  are  found  to  be  cor- 
rect. 

No  material  should  be  charged  to  an  account  until  it  is 
actually  taken  from  store  to  be  used  for  such  account. 

Material  shipped  to  points  on  the  road  where  there  Is  no 
storekeeper,  as  at  isolated  roundhouses,  car  repair  yards,  sta- 
tions, etc..  should  be  accounted  for  by  the  storekeeper  who 
ships  it.  It  is  the  duty  of  the  storekeeper  in  all  such  cases  lo 
require  reports  (daily,  semi-weekly  or  weekly)  from  the  fore- 
man or  other  official  In  charge,  showing  the  quantity  of  ma- 
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terial  used  and  the  purpose  for  which  It  is  used.  These  re- 
ports form  the  basis  for  writing  up  the  storekeeper's  monthly 
returns. 

Petty  supplies  delivered  to  stations,  offices  and  trains  for 
current  use,  should  be  charged  when  disbursed  to  the  account 
for  which  they  are  intended  to  be  used. 

Material  should  be  invoiced  and  charged  at  the  purchase 
price,  plus  subsequent  charges;  if  it  has  been  carried  forward 
from  a  preceding  year,  it  should  be  charged  at  the  last  inven- 
tory price. 

Transportation  charges  paid  by  a  company  on  material 
and  fuel  for  use  in  operating  the  road  and  for  construction 
purposes  should  be  added  as  a  part  of  the  cost;  if  the  charges 
are  payable  by  the  seller,  they  should  be  deducted  from  the 
invoice  and  voucher  in  his  favor,  or  if  this  cannot  be  done,  a 
bill  should  be  made  against  him  for  the  amount. 

In  order  that  the  accounts  upon  which  supplies  are  ex- 
pended shall  show  the  full  cost  thereof,  it  is  desirable,  so  far 
as  practicable,  that  the  cost  of  handling  should  be  added 
thereto.  In  the  case  of  material,  this  should  include  the 
wages  of  storekeepers  and  men  engaged  about  storehouses  in 
handling  supplies;  in  the  case  of  fuel,  it  should  include  the 
cost  of  loading,  unloading  into  store,  arranging,  inspecting, 
watching,  sawing  and  piling  wood,  and,  finally,  the  expense 
incurred  in  preventing  and  putting  out  fires. 

.  The  wages  of  storekeepers  and  their  assistants  while  en- 
gaged in  handling  and  disbursing  material  and  fuel  should  be 
charged  to  the  accounts  upon  which  they  are  engaged.  When 
several  accounts  are  afCected,  the  amount  should  be  appor- 
tioned among  them  at  the  end  of  the  month  on  the  basis  of 
the  amount  of  material  charged  each. 

Each  storekeeper  should  l^eep  a  record  of  his  material  ac- 
count. At  the  beginning  of  the  year  he  should  debit  the 
account  with  the  amount  on  hand,  as  shown  by  his  inven- 
tory; to  this  should  be  added  the  receipts  during  the  month 
and  the  amount  expended  in  the  manufacture  of  material  for 
stock.  From  the  total  should  be  deducted  the  amount  of  ma- 
terial disbursed  and  forwarded,  the  balance  representing  the 
material  on  hand  at  the  end  of  the  month.  This  balance 
should  be  carried  forward  to  the  next  month's  statement,  and 
so  on,  until  another  inventory  affords  the  basis  for  a  new 
departure.  The  balance  should  be  carefully  scrutinized  by 
the  storekeeper,  and  any  apparent  discrepancies  promptly  in- 
vestigated. 

The  storekeeper  should  send  a  statement  of  his  material 
balance  to  the  general  accounting  officer  each  month,  who 
will  compare  it  with  the  amount  charged  to  him  on  the  gen- 
eral books. 
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The  diversity  in  the  classes  of  material  and  the  uses  to 
which  they  are  put,  the  differences  in  handling  and  account- 
ing, together  with  the  fact  that  officers  of  a  company  are 
not  equally  interested  in  or  responsible  for  the  different  kinds, 
render  it  desirable  to  classify  the  material  account  Thus, 
while  all  supplies  that  a  company  uses  are  embraced  under 
the  general  head  of  Material,  they  are  divided  upon  the  gen- 
eral books  under  the  headings  "material"  and  "fuel,"  the  lat- 
ter being  subdivided  under  the  headings  "coal"  and  "wood."* 

While  this  classification  is  observed  by  the  company  upon 
its  general  books,  storekeepers  should  effect  a  more  minute 
subdivision  of  their  material  accounts,  in  order  that  any  defi- 
cit or  surplus  occurring  during  a  specified  period  may  be 
placed  where  it  belongs,  and  the  accounts  adjusted  accord- 
ingly. Thus  a  separate  record  should  be  kept  of  the  receipts 
and  disbursements  of  the  more  important  items  of  material, 
such  as  rails,  ties,  frogs  and  switches,  track  fastenings,  lum- 
ber and  timber,  oil  and  waste,  bar  iron  anu  steel,  unfinished 
castings,  wheels,  and  axles,  blacksmith  coal  and  coke,  air 
brake  fittings,  stationery,  dining  car  supplies,  etc.  The  bal- 
ance of  a  particular  kind  of  material  shown  to  be  on  hand  at 
the  end  of  the  month  should  be  verified  from  time  to  time  by 
comparison  with  the  actual  stock  on  hand,  thus  obviating  the 
necessity  for  large  adjustments  in  the  accounts  when  the  reg- 
ular inventory  is  taken. 

All  expense  incurred  in  the  manufacture  of  material  for 
stock  should  be  charged  to  the  storekeeper  in  charge  of  same, 
under  the  heading  "Manufactured  Material."  A  separate  ac- 
count must  be  kept  with  each  article  or  lot  of  material  manu- 
factured, so  that  the  cost  tl^ereof  may  be  accurately  deter- 
mined. 

tiUnsportation  charges  on  MATERIAU 

Freight  charges  on  company's  material  received  from  for- 
eign lines  should  not  be  way-billed  forward  to  destination  as 
advances.  Such  charges  in  each  instance  should  be  paid  to 
the  connecting  line  by  the  junction  agent,  and  a  receipt  taken 
therefor  in  duplicate.  At  the  close  of  the  month  the  agent 
should  send  these  receipts,  together  with  a  statement  of  bill- 


*  Blossburg  coal,  coke,  etc.,  used  in  forges  at  shops  by  blacksmiths, 
coppersmiths,  and  others,  should  be  charged  to  "material"  when  pur- 
chased, instead  of  "fuel,"  and  should  be  treated  in  the  accounts  of 
storekeepers  and  others  in  the  same  manner  as  other  supplies.  One 
reason  for  classing  such  fuel  with  material  is  that  the  blanks  for  fuel 
returns  are  comparatively  simple,  as  the  number  of  accounts  upon 
which  fuel  is  used  in  the  general  operation  of  the  road  is  yery  small. 
But  fuel  used  at  shops  for  the  purposes  indicated  it  may  be  necessary 
to  charge  to  innumerable  accounts.  Hence  it  needs  the  same  facilities 
and  flexibility  of  bookkeeping  that  other  material  does. 
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ing,  to  the  purchasing  agent,  requesting  that  a  voucher  be 
made  to  relieve  his  account  of  the  amount  paid,*  These 
vouchers  should  be  charged,  when  audited,  to  the  materia] 
account  of  the  purchasing  agent,  who  will  invoice  the  amounts 
to  the  storekeepers  receiving  the  material. 

Advances  should  be  added  to  the  original  prices  of  the 
material  (except  when  the  freight  is  charged  to  the  seller), 
80  that  when  It  is  used  it  will  be  charged  out  at  actual  cost. 

When  construction  material  is  way-billed  with  local 
charges,  the  receiving  agent  should  deliver  it,  together  with 
the  freight  bill,  to  the  storekeeper,  who  should  check  it  with 
the  freight  bill,  and  certify  on  the  face  thereof  that  he  has 
received  the  property.  After  entering  the  details  in  his  record 
book,  the  storekeeper  should  return  the  certified  freight  bill 
to  the  agent,  who  should,  at  the  close  of  the  month,  send  it, 
together  with  a  statement  of  billing,  to  the  freight  auditor, 
with  a  request  that  his  account  be  relieved  of  the  amount.  As 
soon  as  this  has  been  done  the  papers  should  be  forwarded  to 
the  storekeeper  interested,  who  should  Immediately  compare 
them  with  his  records,  and  if  correct  enter  the  amount  on  his 
distribution  book  in  the  account  "Vouchers  chargeable  to 
Storekeepers,"  after  which  the  papers  should  be  returned  to 
the  freight  auditor  for  file.  Such  claims  should  be  adjusted 
without  delay,  so  that  the  agent  may  be  credited  and  the 
proper  accounts  charged  in  the  current  month. 

Construction  material  shipped  from  a  local  point  to  a  point 
on  a  ioreign  road  should  be  way-billed  to  the  Junction  station 
with  the  foreign  line  with  the  local  charges,  if  any,  unpaid. 
The  material  should  be  delivered  to  the  foreign  road  and  the 
freight  charges  over  that  line  prepaid  to  destination  by  the 
Junction  agent  He  should  take  a  receipt  in  duplicate  for  such 
payments  and  at  the  close  of  the  month  send  them,  together 
with  a  statement  of  billing,  to  the  purchasing  agent,  with  a 
request  that  his  account  be  relieved  of  the  amount  paid.  A 
voucher  should  be  made  by  the  purchasing  agent  and  the 
amount  invoiced  to  the  storekeeper  in  the  same  manner  as 
prescribed  above  for  the  handling  of  advances  on  material 
received  from  foreign  lines.  In  the  event  such  shipments 
should  arrive  at  the  Junction  with  local  charges,  the  agent 
should  make  a  separate  claim  for  relief  of  the  amount,  as  pro- 
vided for  in  the  foregoing  paragraph. 

When  construction  material  does  not  pass  over  a  com- 
pany's line,  and  is  delivered  at  a  point  on  another  road,  ar- 
rangements should  be  made,  through  the  general  accounting 


•  This  rule  is  necessary  to  enable  the  company  to  see  that  pasrment 
of  freight  is  not  made  on  goods  that  should  be  delivered  free,  or  that 
iwyment  is  not  made  for  a  different  amount  than  that  deducted  by  the 
shipper  from  the  invoice  rendered  by  him. 
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officer,  with  the  company  delivering  the  material,  to  have  its 
agent  require  the  construction  storekeeper,  or  his  representa- 
tive who  receives  the  material,  to  certify  to  the  fact  on  the 
face  of  the  freight  bill.  The  agent  should  then  attach  the 
freight  bills  to  a  draft  on  the  general  accounting  officer  of  the 
debtor  company,  and  remit  it  as  directed  by  his  company. 
When  paid,  these  drafts  should  be  charged  to  the  construc- 
tion storekeeper,  and  the  freight  bills  sent  to  the  pur- 
chasing agent,  who  should  pass  a  voucher  in  his  favor.  The 
amount  of  the  voucher  should  be  invoiced  to  the  construction 
storekeeper,  to  be  taken  up  in  his  account. 

All  errors  in  way-billing  material,  corrections  of  weights, 
and  mistakes  of  every  nature,  should  so  far  as  possible  be 
rectified  in  the  month  in  which  they  occur;  and  it  is  the  duty 
of  storekeepers  and  others  to  accelerate  this  work  and  make 
it  as  thorough  as  possible.  Errors  not  corrected  before  the 
voucher  for  transportation  charges  is  .audited  should  be  re- 
ported by  the  storekeeper  to  the  freight  auditor,  so  that  recla- 
mation may  be  made  or  correction  otherwise  effected  on  the 
books  of  the  company. 

All  transportation  or  other  charges  on  material  consigned 
to  a  storehouse  for  contractors  and  others  should  be  charged 
to  them  forthwith  on  the  storekeeper's  books,  and  a  "various 
persons"  bill  made  as  in  other  cases.  It  is  desirable,  how- 
ever, when  practicable,  that  all  material  of  this  nature  should 
be  consigned  directly  to  the  party  concerned,  and  that  such 
party  should  settle  the  charges  thereon  with  the  agent;  but 
where  it  is  necessary  to  consign  the  material  to  a  storekeeper, 
and  charges  thereon  cannot  be  settled  by  the  owner  directly 
with  the  agent,  it  should  be  treated  as  above. 

INVOICES. 

An  invoice  is  a  statement  or  account  accompanying  or 
preceding  the  goods,  containing  a  full  description  thereof,  in- 
cluding quantity,  price  and  other  particulars  necessary  to  be 
known  by  the  person  receiving  the  property.  For  the  purpose 
of  railway  accounting,  two  kinds  of  invoices  are  used,  viz.: 
an  "invoice  of  material  purchased"*  and  an  "invoice  of  ma- 
terial transferred  between  storehouses."!  The  former  is  made 
by  the  person  who  sells  goods  to  the  company,  and  the  latter 
by  the  storekeeper  who  sends  supplies  to  another  storehouse 
along  the  line,  or  to  any  person  for  use  on  account  of  the 
company.  The  "invoice  of  material  purchased"  specifies  the 
name  and  address  of  the  person    of    whom   the    goods    are 


*  See    Form   No.    14.    Appendix   D. 
tSee  Form   No.    l&,   Appendix   D. 
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bought;  where  the  supplies  are  sent;  particulars  of  the  requi- 
sition under  which  they  were  purchased;  date  of  shipment; 
description  of  articles,  prices,  items  and  total  value  thereof. 
The  ''invoice  of  material  transferred"  shows  the  place  from 
whence  the  goods  are  forwarded;  the  point  to  which  sent; 
requisition  number;  date  of  shipment;  description  of  articles, 
prices,  items  and  total  value  thereof. 

The  invoice  is  intended  to  aftord  the  recipient  a  complete 
history  of  the  shipment  and  description  of  the  goods.  The 
following  specific  rules  and  regulations  govern  its  use: 

An  invoice  of  material  purchased  should  accompany  or 
precede,  each  consignment  of  material  bought;  it  is  sent  to 
the  purchasing  agent  and  by  him  forwarded  to  the  store- 
keeper. 

In  order  that  invoices  will  be  made  in  a  uniform  manner 
by  the  different  firms  from  whom  material  is  bought,  the  pur- 
chasing agent  should  furnish  them  with  blanks  for  the  pur- 
pose of  making  invoices  (in  triplicate)  against  the  company. 
The  original  and  triplicate  of  these  should  be  sent  to  the 
official  who  is  to  take  them  into  account,  the  duplicate  being 
retained  for  a  record  in  the  office  of  the  purchasing  agent. 
When  checking  the  material  received  any  corrections  nec- 
essary should  be  noted  on  both  the  original  and  triplicate. 
The  original  should  be  properly  receipted  and  stamped  in  the 
month  in  which  it  will  be  taken  into  the  accounts,  and  then 
promptly  returned  to  the  purchasing  agent.  The  triplicates 
should  be  numbered  consecutively,  beginning  with  number 
one  each  month,  and  pasted  in  a  scrap  book,  which  will  form 
the  office  record  of  "Material  received  from  purchasing  agent." 
The  entry  on  the  distribution  of  material  book  for  "Material 
received  from  purchasing  agent"  need  give  the  date,  number 
of  invoice,  name  of  firm  and  amount  only;  the  detailed  items 
being  omitted. 

An  invoice  of  material  transferred  should  be  sent  for  each 
shipment  of  material  forwarded  to  storehouses,  stations,  sec- 
tion houses,  offices  and  other  places.  It  should  be  signed  by 
the  storekeeper,  and  forwarded  by  passenger  train,  accom- 
panying or  preceding  the  goods.  The  number  of  the  car  in 
which  the  goods  are  shipped  should  be  stated;  or,  if  shipped 
by  baggage  car,  the  fact  should  be  stated. 

When  material  is  shipped  to  points  where  there  is  no  store- 
keeper, an  invoice  should  nevertheless  be  sent  to  the  person 
who  is  to  receive  the  material;  it  is  required  for  use  in  in- 
specting and  receiving;  in  such  cases  if  the  material  is  to  be 
taken  up  on  the  books  of  another  storekeeper,  a  duplicate 
invoice  should  be  sent  directly  to  him.  The  material  should 
be  charged  forthwith  to  the  account  upon  which  it  is  to  be 
ultimately  expended,  except  when  the  disbursing  storekeeper 
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can  keep  account  of  it  subsequently,  in  which  event  he  will 
charge  it  as  used. 

In  invoicing  material,  the  exact  facts  are  required  to  be 
embodied;  the  quantity  of  material  and  the  condition  thereof 
should  be  accurately  stated;  the  price  should  be  neither  more 
nor  less  than  its  cost  as  represented  upon  the  books  of  the 
person  making  the  invoice. 

In  order  to  obtain  the  necessary  office  record  of  material 
received  and  forwarded  between  storehouses  without  tran- 
scribing invoices,  a  particular  blank  is  provided.  It  is  so  ar- 
ranged that  by  the  use  of  carbon  sheets  the  forwarding  store- 
keeper, when  making  the  invoice,  fills  up,  at  the  same  writing, 
instructions  to  the  agent  to  bill,*  and  his  office  record  of  ma- 
terial forwarded.  The  invoice  he  forwards  (uncopied,)  to  the 
receiving  storekeeper,  who  will  take  an  impression  of  it  in 
a  tissue  book,  which  constitutes  his  office  record  of  material 
received  from  other  storehouses.  Invoices  should  be  written 
in  copying  ink  or  indelible  pencil. 

Immediately  on  receipt  of  an  invoice  the  extensions  and 
footings  should  be  carefully  examined,  and  any  variations, 
deficiencies,  omissions  or  errors  in  quantity,  quality,  price, 
amount,  or  otherwise,  should  be  clearly  noted  on  the  face  of 
the  invoice  in  red  ink. 

After  the  storekeeper  is  through  with  an  invoice,  he  should 
receipt  same,  stamp  on  its  face  the  month  in  which  it  is  taken 
up  on  his  distribution  book,  and  return  it  forthwith  to  the 
sender.  It  is  the  duty  of  the  latter  to  compare  it  with  his 
record  of  material  forwarded,  noting  thereon  that  the  invoice 
has  been  returned,  also  any  corrections  that  may  have  been 
made  by  the  receiving  storekeeper. 

When  material  is  transferred  between  shops  or  depart- 
ments and  it  is  found  upon  receipt  that  it  will  have  to  be  re- 
turned on  account  of  being  damaged,  not  as  ordered,  or  for 
any  other  cause,  the  invoice  should  be  accepted  and  an  in- 
voice made  for  a  corresponding  amount  when  the  material  is 
returned.  This  rule,  however,  must  not  be  interpreted  to 
cover  material  received  direct  from  the  purchasing  agent  or 
outside  shippers.  Invoices  for  such  material  should  not  be 
accepted  until  all  errors  are  satisfactorily  adjusted. 

Storekeepers  should  be  particular  to  see  that  invoices  of 
material  forwarded  near  the  time  for  closing  the  returns 
reach  the  shop  or  storehouse  to  which  consigned  before  the 
storekeeper  at  such  place  has  forwarded  his  distribution  of 
material  book. 

In  order  to  prevent  delay  in  closing  the  accounts  all  ma- 
terial, transferred  between  storehouses  or  storekeepers  after 


*  An  invoice  without  the  shipping  InBtnictions  to  station  agents  may 
be  provided  for  use  of  storekeepers  who  do  their  own  way-billing. 
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the  25th  of  the  month,  should  be  embraced  in  the  succeeding 
month's  accounts;  the  invoices  in  such  cases,  however,  should 
not  be  dated  ahead;  storekeepers  will  understand,  without 
this  being  done,  that  they  are  to  be  carried  forward  into  the 
next  month's  account. 

The  forwarding  storekeeper  should  stamp  on  the  face  of 
each  invoice  the  month  in  which  he  will  debit  it  on  his  books 
to  the  receiving  storekeeper. 

No  charge,  however,  should  be  made  on  the  distribution  of 
material  book  against  a  storekeeper  or  other  official  until  he 
has  acknowledged  (by  signing  and  returning  the  invoice)  tho 
receipt  of  the  material. 

Each  storekeeper  is  required  to  send  on  the  26th  of  each 
month  to  every  other  storekeeper  to  whom  he  has  forwarded 
material,  a  statement  of  the  total  amount  of  the  invoices 
charged  the  latter.  If  it  agrees  with  the  books  of  the  receiv- 
ing storekeeper  the  fact  should  be  noted  and  the  statement 
returned ;  if  it  does  not  agree  the  receiving  storekeeper  should 
immediately  forward  a  detailed  statement  of  the  amount  of 
each  invoice  entered  by  him;  the  forwarding  storekeeper 
should  compare  this  statement  with  his  records  and  make  the 
proper  adjustment.  Accounts  must  be  made  to  agree  in  every 
Instance  before  the  distribution  books  are  forwarded  to  the 
accounting  officer. 

In  the  event  of  delay  in  the  receipt  of  invoices  the  receiv- 
ing storekeeper  should  take  the  matter  up  with  the  proper 
person — either  the  purchasing  agent  or  the  forwarding  store- 
keeper, as  the  case  may  be. 

In  case  none  of  the  material  covered  by  an  invoice  of  ma- 
terial transferred  is  received  in  time  to  check  and  enter  the 
invoice  in  the  current  month's  account,  such  invoice  may  be 
carried  to  the  account  of  the  following  month,  or  until  the 
material  is  received. 

If  part  of  the  material  invoiced  has  not  been  received  at 
the  close  of  the  month,  instead  of  carrying  such  invoice  to 
the  following  month's  account,  it  should  be  corrected  by  tho 
receiving  storekeeper  to  cover  the  material  actually  received 
and  accepted  for  such  amount.  Upon  receipt  of  the  corrected 
invoice,  the  forwarding  storekeeper  will  make  a  new  invoice 
for  the  items  carried  over,  and  enter  it  in  the  next  month's 
account.  This  will  obviate  the  necessity  of  the  forwarding 
storekeeper's  carrying  shipments  of  material  in  his  account 
after  a  large  part  of  it  has  been  received  by  the  consignee, 
and  oftentimes  disbursed. 

The  foregoing  rule  does  not  apply  to  invoices  of  material 
purchased,  which  should  not  be  accepted  until  all  the  ma- 
terial invoiced  has  been  received,  or  the  matter  otherwise 
adjusted. 
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Before  receipting  invoices  of  material  purchased,  store- 
keepers should  see  that  any  advances  that  may  have  been 
made  for  freight,  or  other  purposes,  chargeable  against  the 
seller,  are  noted  on  the  invoice  and  deducted  from  the  price 
of  the  goods. 

Invoices  should  be  carefully  labeled  and  filed  away  for  con- 
venient reference. 

Invoices  should  never  be  receipted  without  reference  to 
the  copy  of  the  reauisition. 

When  an  invoice  has  been  receipted,  the  fact  and  the  date 
thereof  should  be  noted  on  the  copy  of  the  requisition. 

When  shipping  old  material  (scrap)  to  a  storekeeper,  a 
memorandum  invoice,  stating  the  details  of  shipment  and  de- 
scribing the  material,  should  be  sent  to  him.  Upon  receipt 
of  the  material,  the  storekeeper  should  make  invoices  in  du- 
plicate, specifying  correct  weights  and  market  value  of  the 
different  kinds  of  material,  sending  the  original  to  the  for- 
warding storekeeper  and  retaining  the  duplicate  for  his  rec- 
ord. The  forwarding  storekeeper  should  paste  the  invoices 
in  their  proper  place  in  his  record  book  of  material  for- 
warded. 

THE  PRICE  LIST. 

The  price  list  should  contain  the  cost  of  every  article  of 
material  which  is  in  stock.* 

In  writing  up  the  price  list,  articles  should  be  shown  in 
alphabetical  order,  the  name  of  the  article  first  and  descrip- 
tion following.  In  addition  to  this  it  should  be  stated  whether 
priced  by  the  dozen,  pound,  gallon,  etc. 

The  different  sizes  of  similar  material  should  be  entered 
in  regular  order,  beginning  with  the  lowest  number. 

All  invoices  received  should  be  compared  with  the  price 
list  and  new  prices  entered  under  the  month  in  which  the 
material  is  received.  When  the  price  invoiced  shows  no 
change  from  the  last  entry,  it  will  not  be  necessary  to  enter 
it  again,  but  a  check  mark  should  be  made,  to  show  that 
the  invoice  has  been  compared  with  the  price  list,  and  that- 
the  price  was  the  same  as  last  entry. 

All  material  embraced  in  the  regular  inventory  should  be 
priced  at  the  prices  current  at  the  time  the  inventory  is  taken. 
These  prices  should  be  entered  in  the  price  list  in  the  column 
provided  for  that  purpose. 

The  cost  of  material  manufactured  at  shops  should  be 
computed  and  the  price  entered  in  the  price  list,  as  in  the 
case  of  other  material. 

Unusual  or  excessive  fluctuations  in  prices  should  be  in- 


•  Form   16.   Appendix    D. 
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vestigated  and  the  amounts  verified — both  for  material  manu- 
factured at  shops  and  that  received  from  other  storekeepers. 
In  opening  new  price  lists,  the  latest  prices  obtained  on 
the  difterent  items  of  material  should  be  entered  in  the  new 
book  in  the  column  provided. 

RECEIVING  AND  INSPECTING  MATERIAL. 

The  duty  of  receiving  and  inspecting  material  is  one  of 
the  most  important  that  devolves  upon  the  storekeeper  and 
his  assistants.  Clerical  skill  and  honesty  in  this  respect, 
while  absolutely  essential,  are  not  in  themselves  fiuflicien<:. 
In  order  to  perform  the  work  effectively  the  receiver  must 
understand  thoroughly  the  nature  of  material.  Not  only  this 
—he  must  exercise  also  the  greatest  watchfulness  to  detect 
irregularities,  omissions,  errors  or  subterfuges.  He  must'  be 
sufficiently  versed  in  clerical  matters  to  be  able  to  record 
accurately  and  clearly  that  which  he  observes,  to  note  fully 
and  perspicuously  the  details  of  each  consignment,  including 
the  quantity,  price  and  amount.  The  work  that  he  performs 
affects  not  only  the  company,  but  the  person  from  whom  the 
material  is  bought;  the  latter  is,  in  some  respects,  at  tha 
mercy  of  the  storekeeper,  and  if  he  is  unskilled,  inexperi- 
enced or  disposed  to  take  unfair  advantage,  will,  for  the 
moment,  suffer  at  his  hands. 

It  is  not  the  duty  or  office  of  the  storekeeper  to  discrimi- 
nate for  or  against  that  which  he  receives.  It  is  his  business 
to  report  the  facts  exactly  as  they  occur;  to  state  truthfully 
the  nature  of  material,  its  condition  and  quantity,  and  to 
faithfully  record  the  same  upon  his  books.  He  must  possess 
the  confidence  of  the  company,  and,  reasonably,  of  the  seller. 
In  order  to  do  this  he  must  be  honest,  experienced  and  ca- 
pable. To  the  extent  that  he  is  deficient  in  any  of  these  quali- 
ties he  is  lacking  in  usefulness. 

In  connection  with  the  duty  of  inspecting  material  it  may 
be  assumed  that  there  will  be  many  and  repeated  efforts  to 
deceive  the  company  in  regard  to  the  quantity  and  quality 
of  material  sold  and  delivered  to  it.  The  manner  in  which 
deception  will  be  sought  to  be  practiced  will  vary  according 
to  surrounding  circumstances,  and  the  ingenuity  of  the  seller. 
No  specific  rule  can  be  laid  down  except  that  of  unremitting; 
vigilance.  Efforts  to  deceive  will  not  be  advertised  in  ad- 
vance. Every  storekeeper  should,  therefore,  at  all  times  be 
on  his  guard  and  should  approach  the  discharge  of  his  duty 
In  this  respect  with  the  utmost  circumspection. 

The  following,  among  other  necessary  rules,  should  be 
specially  observed: 

Storekeepers  should  inspect  material  with  the  same  care 
that  they  would  if  it  belonged  to  themselves. 
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Breakages  or  defects  of  any  kind,  or  variations  from  the 
specifications  under  wliicb  it  was  bought,  should  be  noted 
and  forthwith  reported  in  writing  to  the  proper  official.  De- 
fective material  should  be  kept  apart,  awaiting  directions  as 
to  its  disposition. 

It  will  be  understood  in  this  connection  that  no  greater 
latitude  can  be  exercised  in  receiving  material  from  store- 
keepers of  the  company  than  in  receiving  from  merchants, 
although  in  the  former  case  it  is  merely  a  transfer,  while  in 
the  latter  it  is  the  receipt  of  new  material  the  acceptance  of 
which  and  the  price  to  be  paid,  depend  upon  the  inspection. 

When  the  name  of  the  manufacturer  or  seller  is  not  plainly 
branded  on  the  article,  it  is  desirable  that  some  mark  should 
be  placed  thereon  that  will  facilitate  its  identification  after- 
ward, in  the  event  it  should  prove  defective  or  otherwise 
than  as  agreed  upon.  In  the  case  of  round  iron  this  may  be 
done  by  painting  the  end  or  a  portion  thereof  with  some  dis- 
tinctive color.  It  will  never  be  difficult  for  storekeepers  to 
find  some  simple  and  effective  way  to  mark  material,  so  that 
no  matter  where  it  may  be  used  afterward,  it  may  be  identi- 
fied. 

In  receiving  oils  it  is  especially  necessary  to  exercise  the 
greatest  care  to  see  that  they  are  up  to  the  required  standard. 
Samples  of  all  oils  received  by  purchase  should  be  tested, 
unless  otherwise  directed,  and  a  report  of  the  quality  thereof 
made  to  the  storekeeper. 

In  the  case  of  valve,  car,  engine  and  other  oils,  where  the 
chemical  analysis  may  not  be  conclusive,  the  quality  of  the 
article  should  be  judged  by  actual  use,  and  the  observation 
and  experience  of  those  who  handle  it  should  be  systemati- 
cally sought  to  determine  its  character  and  worth. 

It  is  in  many  cases  impossible  to  determine  by  inspection, 
whether  articles  come  up  to  the  standard  claimed  for  them, 
or  not.  An  accurate  account  should  be  kept  of  the  date  of 
the  receipt  of  such  material,  when  put  into  use,  time  in  use. 
conditions  of  use,  and  such  other  details  as  may  be  necessary 
to  determine  its  character. 

It  is  the  duty  of  storekeepers  and  others,  whenever  nec- 
essary or  practicable,  to  invite  the  advice  of  foremen  and 
others  having  practical  knowledge  of  material,  so  that  the 
company  may  receive  the  benefit  of  their  information  and 
experience. 

No  material  should  be  accepted  until  it  is  unloaded  and 
inspected. 

An  accurate  record  of  the  number,  condition  and  descrip- 
tion of  articles  received  should  be  entered  in  a  tally  book  by 
the  receiving  foreman  at  the  time  the  goods  are  unloaded. 

The  initials,  number  and  seal  record  of  the  car  in  which 


RECEIVING  AND  INSPECTING  MATERIAL.         199 

material  is  received  should  be  shown  in  every  instance.  This 
is  necessary  for  use  in  tracing  shortages,  locating  responsibil- 
ity for  losses  and  damage,  etc. 

In  receiving  material  it  should  be  compared  item  by  item 
with  the  copy  of  the  requisition,  a  suitable  notation  or  check 
mark  toeing  placed  opposite  each  item  of  material  received. 

If  only  part  of  the  material  ordered  is  received,  or  if  sub- 
stitution of  material  other  than  that  ordered  is  made,  or  If 
the  material  received  is  defective  in  any  way,  the  facts  should 
be  noted  in  detail  on  the  requisition,  and  the  matter  should 
be  taken  up  with  the  proper  person  at  once. 

The  invoices  should  be  compared  item  by  item  with  the 
record  of  material  received  (as  noted  on  the  copy  of  the 
requisition)  and  all  differences  noted  indelibly  on  the  invoice. 

The  copy  of  the  requisition  should  be  checked  or  marked 
in  a  manner  to  indicate  that  an  invoice  has  been  received  for 
the  goods,  and  duly  signed  and  returned. 

The  copy  of  the  requisition  in  addition  to  being  a  record 
of  the  material  ordered,  is  a  record  of  the  material  received 
and  of  the  invoices  accepted.  By  checking  all  invoices  against 
the  requisition  the  acceptance  of  duplicate  invoices  is  auto- 
matically prevented.  The  requisition  at  all  times  affords  a 
record  of  material  due. 

In  receiving  and  inspecting  material  at  points  remote  from 
a  storehouse,  it  cannot  be  too  particularly  Impressed  upon 
foremen  and  others  that  the  utmost  care  should  be  observed, 
as  imposition  is  much  more  likely  to  be  practiced  under  such 
circumstances  than  in  other  cases.* 

As  it  is  impossible  that  storekeepers  should  in  all  cases 
be  able  personally  to  receive  material  forwarded  for  delivery 
at  points  remote  from  their  offices,  they  should  require  the 
foreman  or  other  person  who  receives  such  material  to  make 
an  accurate  return  thereof  to  them;  and,  as  in  some  cases 
such  material  may  not  be  accompanied  by  an  invoice,  the  fore- 
man should  in  such  case  embody  the  particulars  connected 
with  the  receipt  of  the  material  in  a  memorandum  or  book, 
which  he  will  submit  at  the  close  of  the  month  to  the  store- 
keeper interested. 

Rails. — The  Inspection  of  these  supplies  should  be  as  rigid 
as  the  circumstances  will  permit;  but  as  this  inspection  in  the 
first  instance  Is  largely  superficial,  it  must  be  supplemented  by 
careful  and  minute  records  of  their  duration  and  performance 
in  practical  use. 


*  This  has  been  especially  noticed  in  the  case  of  bridge  and  switch 
ties  and  timber  delivered  at  points  along  the  line,  and  It  has  been  found 
necessary,  tn  conseqaence.  in  some  cases,  to  send  an  inspector  to  re- 
ceive them  as  they  are  loaded  for  shipment,  when  not  practicable  in 
all  cases  to  inspect  them  at  the  place  of  destination. 
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As  a  rule,  material  of  this  kind  is  bought  under  contract, 
stipulating  that  it  shall  last  a  certain  length  of  time.  A  rec- 
ord should  therefore  be  kept  of  the  date  rails  are  laid,  from 
whom  bought,  when  taken  up,  character  of  injury,  etc.,  so 
that  the  contract  under  which  they  are  bought  may  be  en- 
forced and  the  seller  held  to  his  agreement. 

So  far  as  practicable  rjiils  should  be  inspected  when  re- 
ceived. They  must  be  carefully  counted  and  their  weight  de- 
termined. They  will  not  be  treated  in  the  accounts  differ- 
ently from  other  material;  they  should  be  invoiced  when 
shipped  and  should  be  charged  to  the  person  to  whom  they 
are  sent;  they  should  not  be  Included  in  any  operating  or 
construction  account  until  used. 

The  cost  of  transportation  of  rails  to  point  of  delivery  on 
the  line  of  the  company  and  the  cost  of  inspecting  and  han- 
dling at  general  distributing  points  should  be  added  to  the 
price  of  the  rails  and  included  in  the  charge  for  same  in  the 
month  the  rails  are  put  in  the  track. 

When  charging  rails  to  repairs  or  renewals  of  track  tho 
credit  for  old  rails  taken  up  must  be  made  coincidently;  in 
the  event  the  wear  and  tear  of  the  latter  is  very  great,  allow- 
ance should  be  made  therefor.  In  debiting  rails  to  track  the 
total  value  should  be  charged;  the  same  rule  should  be  ob- 
served as  to  credits,  in  the  case  of  old  rails  taken  up.  When 
the  credit  received  from  scrap  rail  sold  or  forwarded  is  not 
the  same  as  the  amount  at  which  the  rail  was  credited  when 
taken  up,  the  difference  should  be  charged  or  credited  (as 
the  case  may  be)  to  the  proper  account  in  the  material  dis- 
tribution book  at  once,  upon  ascertaining  the  amount  of  such 
difference. 

The  great  value  of  rails  and  the  necessity  of  the  manage- 
ment being  constantly  advised  in  regard  to  the  quantity  on 
hand,  both  old  and  new,  suggested  the  form  of  monthly  re- 
port appended  for  furnishing  this  information.*  It  shows  the 
rails,  both  old  and  new,  not  in  use,  on  hand  at  storehouses 
and  along  the  line  of  road;  it  specifies  the  number  of  tons 
and  lineal  feet  of  each  kind  of  rail.  It  is  intended  to  be  full, 
accurate  and  comprehensive,  and  should  be  made  as  of  the 
last  day  of  the  month,  and  must  be  forwarded  as  directed. 

The  regulations  governing  old  rails  are  provided  for  in 
connection  with  the  scrap  of  the  company. 

In  the  case  of  rail  mills  operated  by  the  company  a  sepa- 
rate account  (under  the  heading  "Manufactured  Material") 
should  be  kept  with  each  by  the  storekeeper  in  charge.  The 
rail  mill  should  be  debited  with  all  invoices  accepted  for  rails 
sent  to  the  mill;  also  with  the  expense  incurred  in  handling. 


•  Porm    17,    Appendix   D. 
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cutting,  punching,  etc.  The  account  should  be  credited  with 
the  rails  forwarded,  and  also  with  scrap  sold.  The  price  of 
the  rails  forwarded  should  be  based  on  the  actual  cost  of  the 
work  performed,  and  should  be  sufficient  to  cover  the  loss  on 
account  of  scrap  ends,  etc.  Upon  taking  the  regular  Inven- 
tory, If  there  Is  a  surplus  or  deficit  In  the  account  with  the 
rail  mill  It  should  be  adjusted  in  the  distribution  book,  and 
the  prices  should  be  corrected  in  accordance  therewith. 

Ties. — ^The  duties  attending  the  inspection  of  ties  are  dif- 
ferent from  those  in  connection  with  other  supplies  and  are 
conducted  under  much  greater  disadvantage;  there  is,  more- 
over, a  greater  liability  of  the  company  being  defrauded  in 
the  count  and  kind  of  material  and  in  the  sale  of  the  same 
article  to  the  company  over  and  over  again.  Those  who 
have  charge  of  the  duty  of  receiving  and  inspecting  ties  are 
therefore  required  to  be  men  of  fidelity  and  experience.  They 
should  be  thorough  in  their  methods,  careful  in  the  records 
they  make  and  methodical  in  putting  the  mark  of  the  com- 
pany on  all  they  buy. 

The  method  of  procuring  ties  varies  upon  different  lines. 
Upon  some  they  are  delivered  at  points  along  the  road;  upon 
others  they  are  delivered  at  some  central  point  The  difll- 
culties  in  handling  those  delivered  along  the  line  are  greater 
than  where  they  are  received  at  a  central  point,  and  the  labor 
of  inspecting  and  the  necessity  of  watchfulness  also  much 
greater.  The  measure  of  concern  that  should  be  exercised 
in  each  case  should  be  commensurate  with  the  work,  and 
such  as  may  be  necessary  to  protect  the  company's  Interests 
absolutely. 

The  following  rules  and  regulations  in  reference  to  the 
receipt  and  inspection  of  ties  suggest  themselves.  They  should 
be  supplemented  by  such  further  measures  as  the  circum- 
stances of  the  case  require: 

In  the  inspection  of  ties  each  and  every  tie  should  be 
carefully  examined  and  the  returns  made  in  accordance 
therewith. 

To  accomplish  the  work  effectively,  the  ties  should  be 
inspected  as  delivered,  or  if  piled  in  ranks  should  be  removed, 
one  by  one,  for  examination. 

Ties  are  purchased  by  agreement  or  special  contract. 

The  ties  that  answer  fully  the  specifications  under  which 
they  are  bought,  as  to  quality,  width  of  face,  length,  thick- 
ness, place  of  delivery,  etc.,  should  be  piled  together  in  tiers 
by  the  inspector  as  first  class. 

Those  that  do  not  come  up  to  this  standard,  but  are  of 
good  quality,  suitable  for  sidings,  or  meet  certain  clearly  de- 
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fined  specifications,  should  be  arranged  in  separate  ranks; 
they  are  termed  "culls."* 

Ties  not  fit  to  be  classed  as  cuUJB  should  be  wholly  rejected 
and  directions  given  for  their  removal  by  the  owner. 

The  end  of  each  tie  accepted  should  be  distinctively  marked 
with  paint,  by  the  inspector,  so  that  the  same  tie  may  not 
be  submitted  a  second  time  for  inspection. 

A  special  mark  should  be  used  to  designate  ties  which  are 
to  be  sent  to  the  tie-preserVing  plant  for  treatment. 

An  account  should  be  kept  with  the  ties  at  each  place, 
namely,  the  number  received;  also  those  shipped  or  used. 

It  is  sufficient  to  show  in  this  account  the  number  and 
kind  of  ties  separately,  without  regard  to  valuation. 

The  storekeeper  will,  through  these  accounts,  obtain  a 
valuable  check  upon  the  business,  necessary  to  verify  the 
inventories  and  to  correct  errors  or  omissions  in  reporting  the 
disposition  of  ties  on  the  part  of  employes. 

The  return  of  the  official  whose  duty  it  is  to  inspect 
the  ties  purchased  should  give:  first,  the  name  and  address 
of  the  person  from  whom  ties  are  purchased;  second,  the  ex- 
act location  of  the  ties  on  the  road  (viz.:  the  place,  side  of 
track,  distance  from  track,  etc.);  third,  the  exact  number  of 
ties  furnished  of  each  quality,  specifying  the  kind  of  wood 
by  name;  fourth,  when  both  hard  and  soft  wood  ties  are 
furnished-  by  the  same  person,  such  ties  should  be  separately 
enumerated  and  classified  in  the  return.f 

As  payment  for  ties  is  based  upon  these  returns,  the  great- 
est care  should  be  exercised  to  insure  correctness  and  re- 
liability. 

Each  inspector  should  number  the  returns  made  by  him, 
commencing  with  number  one  at  the  beginning  of  each  fiscal 
year. 

Returns  of  inspectors  should  be  entered  in  a  record  book 
in  detail  in  the  order  in  which  they  are  numbered,  for  preser- 
vation and  convenient  reference. 

After  inspection  and  acceptance,  and  not  before,  a  voucher 
should  be  made. 

The  material  should  be  debited,  as  in  other  cases,  to  the 
storekeeper  in  charge.  When  shipped  away  he  should  invoice 
them,  as  in  the  case  of  other  material. 

The  following  suggestions  in  regard  to  the  purchase  and 
delivery  to  the  company  of  wood,  ties,  piles,  lumber,  etc.,  are 
based  on  practical  knowledge.! 


*  This  is  on  the  Bupposltion  that  the  buyer  agrees  under  certain 
circumstances  to  accept  "culls."  It  he  does  not,  they  should  be  re- 
Jetted. 

t  See  Form  20,  Appendix  D. 

1 1  am  Indebted  for  them  to  H.  E.  Southwell,  a  gentleman  of  the 
highest  probity  and  of  long  experience  in  such  matters. 
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1.  Contracts  should  expressly  state  In  detail  the  kinds  of 
wood  that  will  be  accepted;  the  various  sizes,  length,  thick- 
ness and  manufacture;  the  time  and  place  of  delivery;  the 
manner  of  piling  the  same,  in  detail;  the  length  and  height 
of  piles.  Contracts  should  specify  that  each  kind  of  ma- 
terial shall  be  piled  in  separate  places  on  land  designated 
by  the  company's  agent  at  or  above  the  grade  of  the  railway 
track;  that  it  shall  be  inspected  and  accepted  by  the  com- 
pany's agent,  such  inspection  and  acceptance  being  final  and 
conclusive  between  the  parties;  that  all  material  not  ac- 
cepted shall  be  taken  from  the  company's  ground  on  notice. 
It  is  the  duty  of  the  company's  agent  to  designate  the  place 
of  delivery  and  to  watch  the  deliveries  to  know  that  the  ma- 
terial bought  is  of  the  kind  wanted,  well  manufactured  and 
suitably  piled,  it  being  always  understood  that  the  seller  will 
furnish  as  poor  material  as  the  inspector  will  kccept,  it  being 
the  aim  of  the  former  to  make  money  out  of  his  contract.  A 
company  should  not  allow  poor  material  to  be  piled  on  its 
ground,  but  insist  on  the  delivery  of  suitable  material,  well 
manufactured  and  well  piled.  A  little  care  here  will  save 
much  contention  in  the  end. 

2.  The  inspector  stands  between  the  contractor  and  the 
company.  He  should  be  a  man  well  versed  in  the  details  of 
his  business,  have  experience,  knowledge  and  common  sense. 
He  should  spare  no  time  to  get  at  the  facts,  honestly,  and 
without  prejudice  between  the  parties,  keeping  accurate  ac- 
count of  his  work  and  making  a  report  thereof  to  each  party, 
being  ready  to  verify  the  same  by  facts.  The  office  of  in- 
spector or  agent  of  the  company  is  of  importance  and  the 
incumbent  should  be  a  man  of  ability  and  integrity. 

3.  Every  Inspector  should  divide  his  territory  for  receiv- 
ing material  into  rections,  numbering  them  and  making  a 
diagram  of  the  same.  Each  pile  of  wood,  ties,  or  other  ma- 
terial, should  be  marked  on  the  diagram  to  show  the  place 
of  delivery;  it  should  be  numbered  and  the  number  plainly 
marked  thereon.  The  company's  private  mark  should  also  be 
put  in  various  places  on  the  same,  together  with  the  date  of 
inspection;  also  the  length,  height,  etc.,  so  that  from  the 
office  record  an  order  can  be  made  for  each  and  every  pile 
of  material  on  the  track  sufficiently  accurate  to  enable  train- 
men to  find  the  same. 

4.  Material  should  be  charged  to  the  storekeeper  where 
and  when  received;  he  should  have  an  invoice  of  each  and 
every  pile  of  material,  showing  the  number,  kind,  amount, 
place,  and  when  delivered.  This  description  should  corre- 
spond with  the  numbers  on  the  pile.  Material  should  be 
moved  only  on  his  order,  and  an  accurate  account  should  be 
kept  by  him  of  the  same  when  moved.    No  material  should 
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be  allowed  to  be  moved  except  on  a  written  order  and  full 
returns  thereof. 

In  those  cases  where  sellers  deliver  freight  at  isolated 
places  along  the  line,  and  also  load  the  same  for  shipment, 
as  frequently  occurs  in  the  case  of  bridge  ties,  switch  ties 
and  timber,  it  will  be  found  advisable,  as  a  rule,  to  send  an 
agent  of  the  company  to  inspect  the  property  as  It  is  loaded. 
The  facilities  for  performing  this  work  at  the  receiving  place 
are  not,  in  every  case,  adequate,  and  in  the  event  a  company 
does  not  have  an  asent  on  tlie  ground  to  receive  the  property 
and  see  that  it  Is  shipped,  deception  may  be  practiced;  in 
some  cases  the  goods  will  not  be  delivered  at  all,  in  others 
there  will  be  a  deficiency  In  quality  or  count,  the  seller  hoping 
to  escape  detection  through  the  inability  of  the  company  to 
properly  inspect  the  goods  at  the  receiving  point.  The  neces- 
sity of  inspecting  at  the  shipping  point  will  not,  of  course, 
operate  in  those  cases  where  the  goods  bought  are  forwarded 
to  a  person  competent  to  receive  and  inspect  them,  but  goods 
loaded  by  the  seller  to  be  delivered  at  bridges,  culverts,  sid- 
ings and  other  places  along  the  line  away  from  the  inspection 
and  care  of  storekeepers  should,  as  a  rule,  be  inspected  and 
counted  when  loaded.  There  can  then  be  no  question,  either 
as  regards  the  delivery,  quantity  or  quality,  and  all  cause  of 
misunderstanding  or  dispute  will  be  avoided. 

The  cost  of  transportation  of  ties  to  point  of  delivery  on 
the  line  of  a  company,  the  expense  of  any  process  of  preserva- 
tion and  the  cost  of  inspecting  and  handling  at  general  dis- 
tributing points  should  be  added  to  the  price  of  the  ties  and  . 
included  In  the  charge  for  same  in  the  month  the  ties  are  put 
into  the  track. 

CARE  OF  MATERIAL. 

Defects  in  arrangements  for  handling  and  storing  material, 
dating  back,  in  many  Instances,  to  the  original  construction 
of  the  road,  prevent  in  many  cases,  its  being  handled  eco- 
nomically or  effectively.  The  remedying  of  these  defects  nat- 
urally enlists  the  attention  and  intelligent  effort  of  all  who 
are  concerned  in  this  department  of  the  service.  This  in- 
terest should  not  be  allowed  to  lag,  and  every  advantage 
should  be  taken  of  the  situation  that  experience  and  thought 
suggest. 

In  storing  and  caring  for  material  the  methods  of  mer- 
chants should  be  observed,  namely,  to  place  it  so  that  it  will 
be  protected  from  misappropriation,  so  far  as  possible,  and 
from  damage  by  the  weather,  and  at  the  same  time  be  most 
convenient  for  receiving  and  disbursing.  The  necessity  of 
arranging  it  so  that  the  storekeeper  may  discover  at  a  glance, 
as  he  passes  through  the  storehouse  and  yards,  material  no 
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longer  needed,  or  that  is  in  excess  of  the  demand  or  that  falls 
short  thereof,  will  naturally  suggest  itself  to  those  in  charge. 

Method  and  order  should  characterize  everything  that  is 
done  about  a  storehouse. 

In  the  care  of  supplies  the  necessity  for  special  watch- 
fulness in  regard  to  particular  articles  of  material  will  suggest 
itself  to  storekeepers.  In  many  cases  no  danger  of  misappro- 
priation attends  the  custody  of  articles,  no  matter  where 
placed.  This  is  so  in  regard  to  heavy  castings,  car  wheels 
and  kindred  articles.  They  may  therefore  be  left  in  the  yards 
or  in  open  sheds  without  danger,  except  to  see  that  they  are 
accounted  for  as  used.  In  the  case  of  many  articles,  however, 
great  care  should  be  exercised  to  prevent  their  being  taken 
improperly,  or  used  without  the  knowledge  of  the  storekeeper. 
The  particular  articles  that  come  in  this  category  will  suggest 
themselves  to  every  storekeeper.  They  embrace,  among  oth- 
ers, oils,  tools,  brasses,  articles  of  common  use,  hardware,  etc. 
Secure  provision  should  be  made  in  such  cases.  Where  it  does 
not  already  exist  it  should  be  provided  as  soon  as  possible,  as 
there  can  be  neither  economy  nor  wisdom  in  a  condition  of 
affairs  that  fails  to  protect  the  supplies  of  a  company  with  all 
reasonable  effectiveness  against  misappropriation,  either  cas- 
ual or  predatory. 

In  relation  to  much  of  the  material  disbursed,  especially 
brasses,  tools  and  implements  of  common  use,  the  supervi- 
sion of  the  storekeeper  is  expected  to  extend  beyond  the 
delivery  of  the  article.  He  should  watch  over  it,  so  far  as  he 
can,  until  It  is  no  longer  fit  for  use,  or  no  longer  needed, 
when  it  should  be  returned  to  him.  In  the  performance  of 
this  duty  all  those  who  have  supervision  over  employes,  in- 
cluding the  employes  themselves,  are  expected  to  co-operate; 
indeed,  it  is  mainly  to  them  that  the  company  must  look, 
as  storekeepers'  duties  in  this  connection  are  necessarily  cir- 
cumscribed. 

It  is  the  duty  of  storekeepers  so  far  as  possible  to  see  that 
material  is  used  for  the  purpose  designated  by  those  to  whom 
It  is  delivered,  and  in  the  event  it  is  not,  to  secure  accurate 
and  full  returns  thereof,  so  that  no  account  may  be  charged 
with  more  than  belongs  to  it,  and  the  disbursements  of  the 
road  may  be  accurately  and  properly  apportioned. 

The  following  specific  rules  should  be  observed  in  the  care 
of  material.  They  should  be  supplemented  by  all  needful  reg- 
ulations wherever  It  Is  necessary;  the  purpose  being,  here  as 
elsewhere,  not  so  much  to  form  a  perfect  code  of  rules,  as 
'  to  suggest,  by  giving  those  of  a  more  salient  nature,  the  oth- 
ers that  are  required: 

The  first  thing  that  suggests  itself  as  necessary  in  the  care 
of  material  is  to  deny  access  to  it  to  all  not  directly  concerned 
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in  its  manipulation.  Supplies  should  be  placed,  so  far  as  pos- 
sible, in  a  manner  most  likely  to  protect  them  from  misappro- 
priation and  damage. 

Approaches  to  material  yards  and  storehouses  should  be 
restricted,  and  should,  so  far  as  possible,  be  under  the  imme- 
diate eye  of  those  responsible  for  the  material. 

Every  article  should  have  a  place  assigned  to  it,  so  that 
its  location  may  be  accurately  known,  and  access  to  it  easy 
and  systematic.  The  space  allotted  in  each  instance  should 
be  ample,  so  that  it  will  not  be  necessary  to  divide  the  stock 
of  any  kind  of  material. 

The  storehouse  should  be  divided  into  sections,  each  sec- 
tion being  set  aside  for  a  particular  class  of  material.  The 
different  sections  may  be  designated  by  letters. 

The  different  articles  of  material  should  be  entered  in  the 
stock  books  in  the  order  of  their  arrangement  in  the  store- 
house. The  section  in  which  each  item  is  kept  should  be 
Indicated  in  the  stock  books. 

Racks  should  be  provided,  suitable  for  the  purpose,  for 
different  kinds  of  sheet  and  bar  iron  and  steel.  They  should 
be  located  conveniently  for  use  and  in  such  a  manner  that  the 
quantity  on  hand  can  be  determined  at  a  glance. 

Articles  similar  in  appearance  but  differing  in  value  and 
utility  should  be  kept  separate. 

Oils,  varnishes  and  other  liquids  should,  if  facilities  allow, 
be  kept  in  cans  or  tanks  so  arranged  that  they  may  be  filled 
at  the  minimum  cost,  and  from  whence  supplies  may  be  taken 
as  needed,  without  loss  and  at  the  lowest  expense. 

Dry  paint  and  material  such  as  emery,  including  powders 
of  all  kinds,  should,  if  possible,  be  kept  in  bins. 

Shelves  should  be  so  arranged  that  the  contents  of  the 
various  compartments  may  be  ascertained  at  a  glance. 

Material  that  cannot  be  put  in  the  storeroom  should  be 
placed  in  sheds;  or  if  this  is  impossible,  should  be  so  arranged 
that  only  the  minimum  amount  of  damage  will  accrue  from 
exposure. 

Supplies  should  le  arranged  with  a  view  to  their  use,  those 
which  are  most  frequently  in  demand  being  placed  in  the 
most  accessible  place  for  delivery. 

Articles  such  as  locks  should  be  carefully  tied  in  packages, 
so  as  to  prevent  the  parts  becoming  separated. 

Patterns  should  be  arranged  in  order  and  catalogued,  and 
so  systematized  that  when  one  is  removed  a  record  of  its  dis- 
position will  be  put  in  its  place  as  a  convenient  reference  and 
constant  reminder  of  its  absence. 

Lumber  and  timber  should  be  classified  and  piled  with 
the  care  and  methojd  that  is  observed  in  lumber  yards. 

Material  on  hand  for  which  there  is  no  immediate  use 
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should  be  promptly  reported  to  the  general  storekeeper,  who 
will  order  such  disposition  to  be  made  thereof  as  may  be 
advisable.  In  order  that  the  location,  kind  and  quantity  of 
surplus  material  on  hand  along  the  road  may  not  be  over- 
looked, all  storekeepers  should  be  required  to  make  a  report 
to  the  purchasing  agent  and  general  storekeeper,  showing  all 
surplus  material  on  hand  on  a  specified  date  each  month. "* 
Upon  receipt  of  requisitions  for  such  material  for  use  else- 
where, it  may  frequently  be  transferred  with  advantage  from 
the  point  where  It  is  not  needed,  instead  of  purchasing  new 
material  or  filling  the  requisition  from  the  general  storehouse. 

Storerooms  should  be  kept  clean  and  orderly,  and  such 
expedients  and  devices  used  as  the  best  knowledge  in  regard 
to  handling  material  suggests. 

If  the  facilities  are  not  adequate  for  the  storage  of  coarser 
articles,  such  material  should  be  concentrated  in  particular 
places  as  much  as  possible. 

The  place  in  which  supplies  are  kept  should  be  located  as 
near  as  possible  to  those  who  use  them,  but  the  protection 
should  in  every  case  be  such  as  to  prevent  material  being 
taken  except  under  authoiized  rules. 

Such  provision  as  is  possible  should  be  made  for  prevent- 
ing fires,  and  for  extinguishing  them  should  they  occur. 

In  the  operation  of  business  it  will  be  necessary  in  many 
cases  to  forward  material  to  isolated  points  on  the  road, 
either  for  particular  or  general  purposes.  In  many  cases  it 
will  be  neither  practicable  nor  desirable  to  charge  such  ma^- 
terial  to  an  expense  or  construction  account  when  thus  ship- 
ped. In  such  cases  a  separate  account  should  be  opened  with 
each  lot  thus  distributed,  and  frequent  returns  should  be  re- 
quired from  foremen  and  others  in  charge,  of  the  uses  made 
of  it,  quantity  on  hand,  etc. 

In  the  case  of  oils,  storekeepers  are  required  to  exercise 
the  utmost  care,  and  to  adopt  every  possible  means  that  in- 
genuity suggests  to  prevent  leakage,  evaporation  and  loss. 

Oil  should  be  unloaded  immediately  on  arrival  and  forth- 
with placed  in  the  tank  or  other  receptacle  provided  therefor. 
In  the  event  there  is  no  tank  provided  for  its  storage,  or  the 
amount  received  is  greater  than  the  capacity  thereof,  care 
should  be  taken,  if  possible,  to  see  that  the  barrels  are  stored 
in  a  suitable  place,  so  that  the  loss  from  evaporation  and 
leakage  may  be  reduced  to  the  minimum. 

Under  no  circumstances  must  oil  be  left  in  barrels  exposed 
to  the  sun. 

The  greatest  care  should  be  taken  to  see  that  oil  is  not 
stored  in  proximity  to  combustible  material,  such  as  waste, 
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etc.    Danger  from  fire  should  be  carefully  guarded  against  at 
all  times. 

The  person  in  charge  of  oil  supplies^  also  those  whose  duty 
it  is  to  fill  lamps,  lanterns,  torches,  etc.,  should  be,  so  far  as 
their  duties  in  that  direction  are  concerned,  under  the  direc- 
tion of  the  storekeeper,  and  he  should  be  held  responsible 
therefor. 

Oil  tanks  should  be  cleaned  thoroughly  at  least  twice  each 
year.  In  the  case  of  lubricating  oils  this  should  be  done  in 
the  spring  and  fall,  at  the  time  the  change  is  made  from  win- 
ter oil  to  summer  oil,  and  vice  versa. 

Illuminating  oil  should  be  carefully  watched  as  disbursed, 
and  in  case  impurities  are  detected  in  same  the  tanks  should 
be  thoroughly  cleaned  at  once. 

Tools,  Utensils.  Implements  op  Common  Use,  Brasses, 
Personal  Property,  Etc. — The  especial  need  of  care  in  the 
storing  and  use  of  these  articles,  their  value,  and  the  fact  that 
they  are  easily  disposed  of,  or  are  of  general  use,  adds  to  the 
difficulty  of  guarding  them.  The  danger  of  loss  after  passing 
from  the  hands  of  the  storekeeper  is  greater  than  when  in  his 
possession,  as  they  are  thereafter  less  carefully  guarded,  un- 
less especial  effort  is  made  in  this  direction.  The  most  feas- 
ible method  of  securing  proper  care  that  has  been  suggested 
is  to  require  the  possessor  to  return  the  old  article  in  every 
case  when  a  new  one  is  needed  to  take  its  place.  This  system 
of  exchange  has  been  found  to  work  admirably  In  the  case  of 
brasses,  reducing  the  consumption  thereof  one-third.  It 
should  be  enforced  by  storekeepers  in  every  direction  where 
it  is  practicable,  in  the  case  of  tools  and  articles  of  common 
use  in  the  hands  of  employes  of  a  company.  When  a  new  arti- 
cle is  required  to  be  given  out  in  exchange,  the  old  one  should 
be  returned,  or  a  satisfactory  explanation  given  for  not  re- 
turning it 

In  the  event  articles  cannot  be  returned  or  accounted  for. 
or  they  are  injured  through  the  neglect  or  carelessness  of  the 
employe,  the  official  of  the  company  immediately  in  charge 
should  fix  the  amount  of  compensation,  if  any,  to  be  paid  by 
the  delinquent. 

So  far  as  possible,  articles  of  this  nature  should  have  the 
initials  of  the  company  ineffaceably  stamped,  branded  or  im- 
printed on  them  at  the  time  they  are  purchased.  This  will 
furnish  proof  of  the  ownership  of  the  articles  in  all  cases  of 
misappropriation. 

In  the  event  an  employe  who  has  property  of  a 
company  in  hi3  possession  leaves  the  service,  it  should 
be  formally  turned  over  to  his  successor  and  a  receipt  taken 
therefor,  which  latter  should  be  forwarded  to  the  storekeeper, 
so  that  he  may  transfer  the  charge  on  his  books.  This  is  the 
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plan  that  would  be  observed  with  a  cash  working  fund;  per- 
sonal property  is  the  same  as  cash  to  a  company. 

Property  no  longer  required  for  use  should  be  promptly 
returned  to  the  storekeeper,  and  the  charge  upon  the  books 
canceled  in  accordance  therewith. 

Employes  using  tools,  implements  and  utensils  should  be 
required,  so  far  as  possible,  to  order  uniformly  of  a  particular 
storekeeper. 

Tools  used  at  shops  should  be  under  the  care  of  the  store- 
keeper, or  some  person  designated  by  him;  he  should,  so  far 
as  practicable,  distribute  them  in  the  morning  and  receive 
them  back  at  night.  Where  the  facilities  allow,  and  the  num- 
ber of  tools  in  use  Justifies  the  expedient,  a  place  should  be 
set  apart  for  storing  the  tools,  a  compartment  therein  being 
assigned  to  each  workman.  When  the  tools  are  distributed 
originally  to  the  men,  a  receipt  should  be  taken  therefor;  on 
the  return  of  the  tools  at  night,  «this  receipt  should  be  given 
up  to  the  employe;  when  the  tools  are  required  again  in  the 
morning  the  receipt  should  be  delivered  again  to  the  store- 
keeper, or  custodian  of  the  tools,  and  placed  by  him  in  the 
compartment  in  lieu  thereof,  and  so  on. 

Articles  in  use  by  trackmen,  or  by  Isolated  gangs  of  men, 
should  be  in  the  care  of  the  foreman  thereof,  whose  duty  it 
should  be  to  see  that  every  tool  is  accounted  for,  or  the  fact 
duly  reported  and  adjusted. 

Articles  used  at  stations  should  be  in  the  care  of  station 
agents. 

Articles  used  on  trains  should  be  in  the  care  of  conductors. 

In  distributing  brasses,  tools  and  articles  of  common  use, 
a  duplicate  of  the  receipt  taken  therefor  should  be  retained 
by  the  person  receiving  the  property,  so  that  he  may  have 
accurate  account  of  the  articles  charged  to  him. 

Separate  compartments  should  be  provided  for  the  storage 
of  these  supplies,  or,  if  the  supply  does  not  warrant  this,  a 
cupboard,  or  other  secure  inclosure,  should  be  made  (espe- 
cially in  the  case  of  brasses)  which  may  be  securely  locked. 

A  special  return  and  inventory  of  brasses  is  required  to 
be  made  at  the  end  of  the  month,  showing  the  number  of 
each  kind  on  hand  at  the  commencement  of  the  month,  the 
number  received  during  the  month  and  the  number  on  hand 
at  the  end  of  the  month.*  It  should  also  specify  the  number 
of  old  brasses  shipped  or  sent  away  during  the  month,  and 
the  number  on  hand  on  the  last  day  of 'the  month. 

The  rules  and  regulations  governing  personal  property  in 
the  hands  of  employes  may  be  summarized  as  follows: 

When  personal   property  Is  given  an  employe  or  officer 
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for  temporary  use,  a  record  of  the  fact  should  be  kept  by 
the  storekeeper  or  official  making  the  disbursement;  it  is  his 
duty  to  see  that  the  property  is  returned  or  duly  accounted 
for  when  its  use  is  no  longer  required.  To  enable  him  to  do 
this  intelligently  he  should  keep  a  record  book  in  which  to 
enter  transactions  of  this  nature,  gi\ing  in  all  cases  the  final 
disposition  of  the  property.  The  material  should  be  charged 
to  the  account  upon  which  it  is  used  when  it  passes  into  the 
possession  of  the  employe;  when  returned  it  should  be  credited 
at  its  then  cash  value,  to  the  account  to  which  it  was  origin- 
ally charged.  The  effect  of  this  will  be  to  bring  it  back  into 
the  material  account  of  the  company  to  the  debit  of  the  store- 
keeper into  whose  possession  it  passes.  Thereafter  it  should 
be  treated  the  same  as  other  material. 

Dining  Car  Supplies. — The  great  number  of  articles  used 
in  this  branch-  of  the  service,  and  their  especial  value  and 
adaptability  to  the  needs  of  everyone,  render  it  especially  dif- 
ficult to  surround  their  care  with  adequate  safeguards.  They 
require  to  be  guarded  at  all  times  with  the  same  watchfulness 
and  intelligence  that  a  vendor  of  groceries  displays  in  pro- 
tecting his  goods.  Access  to  them  should  be  forbidden  except 
to  those  concerned  in  the  handling  of  the  goods.  The  account 
that  is  kept  of  them  should  be  full  and  minute.  When  dis- 
bursed for  use,  account  should  be  kept  with  each  kind  of  ma- 
terial  in  detail.  To  render  this  easy  and  practicable,  blanks 
are  l>repared  containing  a  printed  list  of  the  articles  used. 
Opposite  each  article  the  number  or  quantity  delivered  is 
noted.  These  blanks  also  explain  the  purpose  for  which  par- 
ticular articles  have  been  used,  the  quantity  on  hand,  etc.  If 
these  returns  are  duly  examined  and  audited  they  will  afford 
a  very  clear  and  authentic  history  of  the  use  of  the  goods  dis- 
bursed and  of  any  inaccuracies  that  exist  in  connection  there- 
with; in  the  latter  case  adequate  explanation  should  be  re- 
quired; if  not  forthcoming  the  matter  should  be  referred  to  the 
official  in  charge  of  the  department  for  such  action  as  the 
circumstances  of  the  case  warrant. 

Storekeepers  should  open  an  account  with  each  dining  car. 

Each  conductor  of  a  dining  car  is  responsible  for  the  uten- 
sils and  supplies  furnished  his  car.  It  is  his  duty  to  see  that 
any  breakages  or  losses  that  occur  are  reported  to  the  official 
in  charge  of  the  department,  who  will  fix  the  penalty,  if  any, 
therefor. 

An  order  should  be  made  by  conductors  for  the  supplies 
they  require.*  This  order  should  be  addressed  to  the  store- 
keeper and  should  be  certified  by  the  superintendent  in 
charge.    It  should  show  in  detail  all  cooks'  supplies,  pantry 
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supplies,  Mquors,  cigars,  chinaware,  kitchen  equipment,  etc., 
on  hand  at  the  date  of  the  last  return;  the  number  received 
since;  the  number  used;  the  number  returned  to  storeroom; 
the  number  destroyed  or  lost  (with  an  explanation  in  each 
case);  also,  the  number  on  hand.  This  return  should  be  care- 
fully compared  with  the  previous  return  and  afterward  filed 
away  for  reference.  At  least  once  a  month  the  return  should 
be  verified  by  personal  inspection  by  the  storekeeper. 

The  storekeeper  is  required  to  keep  an  account  showing 
an  itemized  statement  of  linen  furnished  each  car.  At  the 
close  of  each  trip  the  conductor  should  deliver  to  him  all 
soiled  linen  and  receive  in  exchange  therefor  corresponding 
pieces  of  clean  linen. 

The  quantity  of  linen  on  each  car  should  be  verified  by 
the  storekeeper  at  the  close  of  each  trip  to  see  that  it  agrees 
with  the  articles  charged  on  his  books  against  the  car. 

When  a  dining  car  conductor  or  buffet  porter  is  to  be  dis- 
charged or  leaves  the  service,  the  general  accounting  officer 
should  be  advised  in  advance,  so  that  if  necessary  a  traveling 
auditor  may  be  sent  to  audit  the  account.  Any  wages  due  such 
conductor  or  buffet  porter  should  not  bs  paid  until  his  ac- 
count has  been  audited  and  settled  in  full  and  all  blanks  and 
property  belonging  to  the  company  properly  accounted  for. 

Method  of  Treating  the  Dining  Car  Service  Accounts. — 
Collections  on  account  of  this  service  are  not  properly  credi- 
table to  earnings.  In  many,  perhaps  the  majority  of  cases, 
they  are  more  than  offset  by  debits.  They  may  be  called  re- 
ceipts, but  not  earnings.  A  proper  disposition  of  them  sug- 
gests that  they  be  merged  with  the  expenditures  on  account 
of  this  service^  and  the  net  amount  closed  annually  into 
Operating  Expenses  under  the  account  "Train  Supplies  and 
Expenses,"  if  it  represents  a  deficit;  or  into  Miscellaneous 
Earnings,  if  it  represents  a  profit. 

In  order  to  properly  exploit  the  accounts,  they  should  be 
kept  by  storekeepers  under  appropriate  headings — such  as 
those  named  below.  Accordingly  a  separate  account  should  be 
opened  with  each  car  under  each  head.  Thus  the  receipts  and 
expenditures  of  every  car  will  be  accurately  known.  At  the 
close  of  the  accounts  thus  severally  classified,  a  recapitula- 
tion, showing  the  amount  charged  each  car,  should  follow. 

"Dining  Car  Service." — Under  this  head  should  be  charged: 
(a)  supplies  for  meals,  including  table  waters;  (b)  wines, 
liquors  and  cigars  (receipts  from  sales  of  bottles,  barrels, 
and  similar  articles,  should  be  credited  against  these  items) ; 
(c)  wages  of  conductors,  cooks  and  waiters;  (d)  salaries 
and  expenses  of  dining  car  superintendents,  storekeepers, 
their  clerks,  inspectors  and  laborers,  and  such  general  office 
salaries  and  expenses  as  are  Incident  to  dining  car  service; 
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(e)  fuel  and  water  for  cooking;  (f)  laundering;  (g)  shrink- 
age of  supplies  in  storehouses;  (h)  miscellaneous  expendi- 
tures, including  cost  of  menu  cards,  tickets,  stationery,  flowers, 
lodging  and  board  of  crews,  licenses,  light,  heat,  soap,  matches, 
polish,  and  other  minor  articles,  and  cleaning  and  lubricat- 
ing cars.*  The  receipts  from  dining  cars  should  be  credited 
against  the  foregoing  expenses. 

"Repairs  and  Renewals  of  Dining  Car  Fixtubes.'* — This 
account  includes:  (a)  cost  of  repairing  ranges,  kitchen  uten- 
sils, refrigerators,  sideboards,  tables,  tea  and  coffee  urns, 
buckets,  and  other  analogous  articles;  (b)  cost  of  renewing 
ranges,  sideboards,  tables,  refrigerators,  coffee  urns  and  other 
similar  fixtures;  (c)  cost  of  renetoing  glassware,  silverware, 
crockery,  cutlery,  kitchen  utensils  and  linen  (table  and  ser- 
vants*). Receipts  from  sale  of  second-hand  articles  should 
be  credited  under  this  item. 

Any  of  the  above  expenditures  which  are  common  to  two 
or  Kiore  cars  should  be  apportioned  on  the  basis  of  the  mileage 
of  the  Individual  cars. 

Under  the  account  "Repairs  and  Renewals  of  Passenger 
Cafs"  should  be  opened  a  sub-account,  "Repairs  and  Renewals 
OF  Dining  Cars"  to  which  should  be  charged  the  cost  of 
renewing  and  repairing  dining  cars,  seats  and  chairs,  and 
parts  other  than  those  enumerated  under  "Repairs  and  Re- 
newals  of   Dining   Car   Fixtures." 

The  two  first-mentioned  sub-accounts,  viz:  "Dining  Car 
Service"  and  "Repairs  and  Renewals  of  Dining  Car  Fixtures," 
should  be  closed  annually  into  the  account  "Train  Supplies 
and  Expenses,"  if  the  sum  of  same  indicates  a  deficit;  or 
into  "Miscellaneous  Earnings,"  if  it  indicates  a  gain;  and 
the  third  sub-account,  "Repairs  and  Renewals  of  Dining 
Cars,"  should  be  closed  annually  into  the  account  "Repairs 
and  Renewals  of  Passenger  Cars."  Rent  of  dining  cars  should 
be  entered  and  stated  as  a  sub-account  under  the  account 
"Hire  of  Equipment." 

Scrap. — The  difliculties  that  attend  the  care  of,  and  ac- 
counting for  this  class  of  material,  are  very  great  They 
are  embarrassing  to  the  accountant  because  of  the  difficulty 
of  ascertaining  the  exact  quantity  end  price;  only  after  it 
has  reached  some  central  place  can  the  quantity  be  accurately 
determined.  The  storekeeper  is  thus  delayed  in  bringing  it 
upon  his  books. 

Scattered  along  the  road  and  about  the  yards  or  shops,  it 


*  Oil  used  in  lighting  dining  cars,  and  oil.  waste  and  tallow  used 
In  lubricating  dining  cars,  should  be  charged,  when  used,  to  "Train 
supplies  and  expenses."  Afterwards,  "Dining  car  service"  should  be 
charged  with  its  proportion  of  the  foregoing  expenses  on  the  basis  of 
th«  relation  that  the  mileage  of  dining  cars  bears  to  the  total  mileage 
of   passenger   car-. 
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especially  inyltes  the  attention  of  those  thievishly  inclined. 
This  fact  should  be  kept  in  mind  and  every  practicable  meas- 
ure taken  to  reduce  the  risk  to  the  minimum.  This  will  not 
be  difficult  if  given  due  attention  and  systematically  prose- 
cuted. 

It  is  intended  to  make  the  accounting  in  connection  with 
scrap  as  exact  and  as  comprehensive  as  in  the  case  of  new 
material. 

Not  only  must  the  scrap  be  duly  guarded,  but  it  should  be 
carefully  assorted  and  re-assorted  with  a  view  to  discovering 
any  articles  that  may  be  used  again,  or  that  have  a  special 
value,  and  in  order  to  classify  it  in  such  a  manner  as  to  secure 
the  best  price,  which  latter  cannot  be  obtained  if  sold  in  the 
aggregate. 

It  is  the  duty  of  the  purchasing  agent  to  dispose,  to  the 
best  advantage,  of  all  scrap  and  material  no  longer  of  use  to 
the  company. 

Notice  of  the  sale  or  disposal  of  material  should  in  every 
case  be  sent  the  local  storekeeper  in  charge,  so  that  he  may 
duly  account  therefor  in  his  returns. 

In  order  that  scrap  may  be  collected  at  points  most  desir- 
able for  disposition  and  sale,  it  is  the  duty  of  the  general  store- 
keeper to  designate  such  points.  At  those  shops  where  scrap 
accumulates  rapidly,  bins  should  be  provided  and  each  class 
of  scrap  kept  separate  (see  form  of  scrap  report  for  classifica- 
tion).* When  a  car  load  of  any  particular  kind  has  been  col- 
lected the  general  storekeeper  should  be  advised  by  letter. 
The  latter  will  then  procure  sales  order  from  the  purchasing 
agent. 

In  the  breaking  up  of  bridges,  buildings  and  other  per- 
manent structures,  the  material  that  is  thought  to  be  suscep- 
tible of  further  use,  such  as  old  timbers,  lumber,  ties  and  pil- 
ing, should  be  carefully  separated  from  that  which  is  worth- 
less and  taken  into  stock  with  supplies  of  a  like  nature,  but  as 
such  material  deteriorates  very  fast  and  is  often  eventually 
destroyed,  no  value  can  be  placed  on  it  and  no  credit  should 
consequently  be  allowed  and  therefore  no  charge  should  be 
made  against  the  account  on  which  it  is  again  used.  The 
foregoing  must  not  be  interpreted  to  cover  usable  or  scrap 
iron  and  such  material,  on  which  a  market  value  can  always 
be  obtained  as  scrap  at  least. 

Storekeepers  should  keep  a  record  book  in  which  the  daily 
accumulation  of  scrap  should  be  entered,  the  amount  being 
shown  in  detail;  also  the  source  from  whence  derived.  This 
will  enable  proper  credit  to  be  given.  Particulars  of  all  scrap 
shipped  away  should  be  entered  on  this  book. 


*  Form   23,    Appendix   D. 
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Brass  scrap  requires  to  be  especially  guarded;  it  should  be 
kept  under  lock  and  key  and  should  be  shipped  in  barrels  or 
boxes  whenever  possible. 

Old  engine  material  should  be  collected  by  some  person 
especially  designated  to  perform  that  duty.  He  should  weigh 
the  same  and  designate  the  account  to  which  credit  should  be 
given. 

In  order  that  due  advice  may  be  had  of  scrap  on  hand,  a 
monthly  return  should  be  made  to  the  general  storekeeper  of 
the  quantity  at  the  various  storehouses.* 

It  is  the  duty  of  storekeepers  to  see  that  all  old  material  is 
turned  over  to  them  as  fast  as  it  accumulates,  in  order  that  it 
may  be  duly  accounted  for  on  the  books,  while  the  facts  are 
known,  and  loss  or  improper  use  thereof  prevented. 

The  bulk  of  the  scrap  accumulates  about  the  shops  and 
along  the  track.  The  diflQculty  of  collecting  the  former  is  not 
great,  as  it  is  restricted  to  narrow  limits,  and  is,  moreover, 
under  the  immediate  eye  of  a  storekeeper  whose  business  it  is 
to  look  after  such  matters.  The  disposition  of  old  track  mate- 
rial is  more  difficult  and  the  liability  to  loss  greater.f 

In  shipping  scrap  it  will  frequently  occur  that  it  will  not 
be  convenient  for  a  particular  storehouse  or  division  to  await 
the  collection  of  a  carload  of  old  material.  To  prevent  cars 
being  only  partially  loaded,  the  accumulation  of  several  depots 
should,  if  possible  under  such  circumstances,  be  grouped  to- 
gether. The  scrap  should  be  invoiced  to  some  local  store- 
keeper, who  should  take  it  up  on  his  books  and  add  it  to  the 
scrap  that  has  accumulated  about  his  own  storehouse;  when 
there  are  no  facilities  for  accurately  weighing  old  material 
thus  transferred,  the  weight  may  be  estimated  as  in  other 
cases  and  credit  given  on  .the  basis  of  such  estimate.  In  the 
final  disposition  of  the  scrap  it  should  be  invoiced  to  its 
destination,  there  to  be  reweighed  and  correct  returns  made 
to  the  shipper. 

The  method  of  forwarding  scrap  outlined  in  the  foregoing 
rule  will  apply  only  in  cases  of  partial  carloads  and  is  de- 
signed to  avoid  the  added  cost  of  shipping  small  lots,  when  by 


•Form  23,  Appendix  D. 

t  The  following  method  should  be  observed  when  %  more  convenient 
and  practicable  method  does  not  suggest  itself:  "Each  section  foreman 
should  have  a  platform  for  storing  scrap  picked  up  along  the  road. 
He  will  pick  up  every  piece  of  scrap  and  put  it  on  the  pile  at  his  tool 
tiouse  daily.  Any  article  too  large  to  be  placed  on  his  car  he  will  re- 
move on  his  dump  car,  or  else  have  a  way  freight  train  stop  long 
enough  to  permit  him  to  load  it.  In  this  way  the  scattered  scrap  will 
be  taken  care  of  and  saved  from  loss.  Each  month  the  roadmaster 
should  start  a  car  on  some  way  freight  train  for  the  purpose  of  gather- 
ing up  scrap  at  section  foremen's  houses  and  at  depots,  and  ship  it  to 
some  central  point  where  It  may  be  assorted,  and  such  articles  as  are 
fit  for  use  separated  from  the  others :  the  latter  being  sent  away,  while 
the  former  are  redistributed  for  use." — H.  O.  Burt, 
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bulking  the  accumulations  of  two  or  more  storehouses  full 
carloads  may  be  secured. 

When  practicable,  cars  on  their  way  to  the  shops  to  be 
repaired  should  be  used  in  shipping  scrap. 

Old  material,  such  as  frogs,  track  tools,  etc.,  which  are 
sent  to  shops  for  repairs,  should  not  be  loaded  with  scrap. 

The  books,  papers  and  records  of  a  company  should  be 
kept  so  long  as  they  may  be  useful  or  are  needed  to  pro- 
tect the  interests  of  the  company,  or  to  elucidate  the  affairs 
of  those  who  manage  Us  interests.  When  no  longer  needed 
they  should  be  forwarded  (under  the  direction  of  the  proper 
officer)  to  the  general  storehouse,  and  the  purpose  for  which 
they  are  forwarded  must  be  stated  on  the  way-bill.  The 
material  thus  received  should  be  brought  upon  the  books  the 
same  as  other  old  material  at  its  salable  value;  a  full  descrip- 
tion of  the  same,  including  the  name  and  address  of  the  per- 
son from  whom  received,  should  be  given  in  every  case. 

Scrap  should  be  credited  to  the  accounts  to  which  it  was 
charged  as  material  in  the  first  instance.  Thus  the  value  of 
old  wheels  or  trucks  removed  from  cars  should  be  credited  to 
the  repair  of  the  class  of  cars  from  which  taken.  If  the  par- 
ticular thing  from  which  the  scrap  accrues  is  not  renewed  or 
replaced  (in  other  words,  is  abandoned,  like  a  track  taken  up) 
the  value  of  the  scrap  should  be  credited  to  construction  or 
the  thing  originally  charged.  Thus,  if  a  car  is  broken  up  and 
is  not  replaced,  the  scrap  which  accrues  therefrom  should  be 
credited  to  rolling  stock  rather  than  to  repairs.  This  rule  is 
general  in  its  application. 

In  reference  to  old  rails  and  other  scrap,  it  is  the  duty  of 
the  storekeeper  to  whom  it  is  finally  consigned  to  weigh  each 
shipment  and  make  return  thereof  to  the  person  forwarding 
it;  also  to  give  due  credit  for  the  amount. 

A  weekly  return  should  be  made  by  the  general  store- 
keeper to  the  purchtising  agent,  giving  the  particulars  of  every 
car  of  old  rails  received  by  him,  stating  the  number  of  car, 
date  shipped,  consignor,  quantity,  etc.* 

No  scrap  should  be  sold  or  exchanged  without  being 
weighed  in  advance,  or  intelligent  and  proper  measures  being 
taken  to  secure  accurate  returns  thereof. 

In  reference  to  the  method  of  bringing  scrap  upon  the 
books  of  a  company,  the  most  simple  and  economical  plan 
that  suggests  itself  is  for  the  storekeeper  to  deduct  the  value 
thereof  from  his  charge  for  the  current  month  for  new  mate- 
rial disbursed;  thus,  scrap  properly  creditable  to  "repairs  of 
freight  cars"  should  be  deducted  from  the  charge  for  the 
month  to  that  account,  and  so  on.    In  this  way  by  reducing 


*  See  Form  24,  Appendix  D. 
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his  credit  the  storekeeper  will,  in  effect,  be  charging  himself 
from  month  to  month  with  the  amount  of  scrap  received  by 
him,  as  only  the  net  amount  charged  by  him  for  current 
expenditures  is  credited  by  the  accounting  officer.  In  this  way 
the  value  of  the  scrap  will  be  brought  upon  the  books  without 
any  special  entry  therefor. 

In  the  event  there  is  nothing  chargeable  against  a  particu- 
lar thing  for  which  there  is  a  credit,  an  account  may  still  be 
opened  with  it,  and  the  amount  of  the  credit  duly  posted 
thereunder.  All  credits  for  scrap  and  for  other  purposes 
should  be  entered  in  red  ink,  so  that  they  may  be  readily  dis- 
tinguished from  debits.  Red  ink  figures  should  not  be  used 
on  the  distribution  books  except  to  denote  credits. 

Scrap,  after  being  brought  upon  the  books,  should  be 
treated  in  all  respects  the  same  as  other  material.  For  in- 
stance, if  it  is  forwarded  to  another  storehouse,  it  should  be 
invoiced  and  charged  in  the  same  way  as  new  material.  Or  if 
it  is  used  for  any  purpose,  it  should  be  charged  to  the 
account  upon  which  it  is  used,  the  same  as  if  it  were  new. 

The  price  at  which  scrap  is  to  be  entered  on  the  'books 
should  be  based  on  the  current  market  rates  for  such  old 
material.  When  this  price  is  not  known,  application  should 
be  made  through  the  general  storekeeper  for  the  rate. 

In  case  the  credit  received  by  a  storekeeper  for  scrap  sold, 
forwarded  to  the  general  storehouse,  or  otherwise  disposed  of, 
is  not  the  same  as  the  amount  at  which  it  was  charged  to  his 
account  when  received  by  him,  the  difference  should  be 
adjusted  in  his  material  distribution  book  at  once,  by  charg- 
ing or  crediting  the  proper  accounts  therewith. 

Each  storekeeper  should  keep  an  account  with  scrap — 
charging  it  with  the  amount  on  hand  as  per  last  inventory, 
and  with  all  credits  allowed  for  scrap  received.  The  account 
should  be  credited  with  the  amounts  received  for  scrap  sold, 
forwarded  or  used.  The  balance  should  represent  the  amount 
charged  to  the  storekeeper's  account  for  material  of  this 
nature.  It  should  be  compared  each  month  with  the  value  of 
the  scrap  actually  on  hand  and  in  transit  (for  which  credit 
has  not  yet  been  received),  and  any  surplus  or  deficit  which 
may  occur  should  be  disposed  of  in  the  material  distribution 
book,  by  crediting  or  charging  the  proper  accounts  with  the 

amount  thereof. 

« 

Storekeepers  should  consult  with  heads  of  shops  and  fore- 
men in  charge  where  scrap  accumulates  and  use  every  pre- 
caution to  see  that  no  errors  occur  in  keeping  the  record;  that 
it  is  duly  brought  upon  the  books;  is  charged  when  used,  sold 
or  traded,  and  is  invoiced  as  in  other  cases  when  shipped. 
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DISBURSING  MATERIAU 

The  daties  and  responsibilities  of  storekeepers  in  connec- 
tion with  the  disbursement  of  material  cannot  be  adequately 
defined  by  explicit  rules.  Some  of  these  that  occur  as  being 
fundamental  are  given  here.  Storekeepers  should,  however, 
supplement  them  by  such  further  regulations  as  the  neces- 
sities of  the  service  reauire. 

The  storekeeper  should  see:  first,  that  the  documents 
upon  which  supplies  are  issued  are  authentic;  second,  that  the 
persons  to  whom  they  are  delivered  are  authorized  to  receive 
them;  third,  that  the  amount  issued  is  reasonable  and  such  as 
the  use  to  which  it  is  to  be  put  requires. 

In  the  event  high  priced  or  expensive  articles  are  ordered 
for  any  particular  purpose  where  cheaper  material  would  do, 
the  attention  of  the  official  in  charge  should  be  promptly 
called  to  the  matter. 

The  storekeeper  should  take  cognizance  of  everything  con- 
nected with  the  handling  and  use  of  material;  after  its  deliv- 
ery by  him  it  is  his  business  to  look  after  its  proper  use  and 
safety,  so  far  as  practicable. 

He  should  observe  the  purposes  to  which  it  is  put  and  col- 
lect the  remnants  left  in  connection  with  every  piece  of 
work,  or  see  that  they  are  duly  accounted  for. 

Whenever  material  is  returned  to  a  storehouse,  the  store- 
keeper should  be  advised  of  the  account  to  which  the  credit 
for  same  should  be  given. 

He  should  see  that  goods  are  accurately  weighed  or 
counted  when  disbursed,  and,  in  order  to  facilitate  easy  deliv- 
ery, they  should  be  arranged  with  this  view. 

The  quantity  of  material  of  each  kind  on  hand  should  be 
adequate  for  the  needs;  a  happy  mean  should  be  observed, 
avoiding  extravagance  on  one  hand,  or  undue  risk  on  the 
other,  by  reducing  the  supply  too  low. 

The  good  of  the  service  requires  that  the  storekeeper,  in 
disbursing  material,  should  exercise  the  utmost  watchfulness 
and  intelligence;  that  his  work  should  be  performed  with 
methodical  accuracy  and  promptness. 

He  should  nqt  only  take  cognizance  at  all  times  of  the  use 
to  which  material  is  to  be  put,  but  consider  the  probable  needs 
in  that  direction. 

Storekeepers  and  others  in  charge  should  be  watchful  and 
painstaking  in  accounting  for  labor  performed  for  others  and 
In  the  sale,  loaning  or  exchange  of  a  company's  material,  to 
see  that  no  necessary  regulation  (whether  ^forming  a  part  of 
the  rules  of  the  company  or  not)  is  disregarded.  The  selling 
or  loaning  of  a  company's  material,  and  the  performance 
of  work  by  its  employes  for  other  corporations  or  individuals 
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should  never  be  permitted  except  on  authority  of  the  proper 
oificer. 

The  storekeeper  should  see  that  material  sold  is  charged, 
item  by  item,  as  delivered,  and  that  the  record  thereof  is 
maintained  inviolate  until  finally  reported  to  headquarters 
under  the  rules  and  regulations  governing  such  matters.* 

The  practice  of  borrowing  material  should  be  confined  to 
cases  of  emergency. 

Storekeepers  should  charge  material  to  the  account  upon 
which  it  is  used,  at  the  time  it  Is  used,  even  if  no  invoice  has 
been  received  for  it. 

When  it  is  necessary  to  disburse  supplies  at  night  or  in  the 
absence  of  the  storekeeper,  a  capable  and  trustworthy  person 
should  be  selected  by  him  to  perform  the  duty.  But  the  store- 
keeper will  remain  responsible,  as  in  other  cases,  for  the 
proper  performance  of  the  duty. 

In  order  that  the  disbursement  of  train  and  station  sup- 
plies may  be  intelligently  accomplished,  storekeepers  should 
open  an  account  with  each  person  to  whom  they  are  fur- 
nished, recording  therein  the  dates  and  quantities  of  the  sup- 
plies furnished.  This  will  enable  storekeepers  to  see  that  such 
orders  are  restricted  within  reasonable  limits  and  that  sup- 
plies are  carefully  and  economically  used.  A  similar  rule 
should  also  be  observed  in  connection  with  stationery,  books, 
blanks,  etc.  Employes  should  order  train  and  station  supplies 
from  a  particular  storekeeper;  they  should  not  change  from 
one  storekeeper  to  another. 

Material  delivered  for  use  in  a  company's  foundries 
should  be  accounted  for  by  a  person  especially  appointed  for 
the  purpose.  Material  should  be  issued  by  such  person  only 
upon  orders  properly  signed.  A  debit  and  credit  account 
should  be  kept  by  storekeepers  with  each  foundry,  charging 
them  with  the  cost  of  material  and  labor  used  and  crediting 
them  with  the  product  thereof.  An  account  with  a  foundry 
should  be  of  the  same  general  nature  as  an  account  with 
articles  in  course  of  manufacture,  described  elsewhere. 

When  the  nature  of  the  work  in  paint  and  upholstery 
shops  renders  it  necessary  that  a  stock  of  material  should  be 
kept  in  such  places,  it  will  be  the  duty  of  the  foreman  in 
charge  thereof  to  keep  a  record  of  the  same,  and  report  dally 
to  the  storekeeper  the  amount  disbursed.    A  debit  and  credit 


•  The  same  rule  applies  In  regard  to  labor  performed  for  others. 
Accurate  account  should  be  kept  of  it  and  charge  made  to  the  utmost 
farthing.  It  is  not  generally  the  policy  of  railroads  to  enco^^age  the 
practice  of  performing  labor  at  shops  or  elsewhere  for  others,  nor  to 
sell  the  material  of  the  company;  when  exception  is  made  to  the  rule, 
the  utmost  care  should  be  observed  to  see  that  the  person  indebted  is 
duly  and   properly   charged. 
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account  should  be  kept  of  such  material  to  prevent  neglect  or 
improper  use. 

In  disbursing  material,  that  which  is  oldest  or  most  likely 
to  deteriorate  should  be  used  first.  When  the  work  will  per- 
mit a  second-hand  or  repaired  article  should  be  delivered 
rather  than  a  new  one,  so  that  the  company  may  obtain  full 
benefit  from  such  material. 

In  shipping  material  it  is  desirable  to  economize  as  much 
as  possible  in  the  use  of  cars.  Thus,  when  material  is  shipped 
in  small  quantities  it  should,  if  practicable,  be  forwarded 
as  way  freight.  Under  ordinary  circumstances  material  should 
be  taken  to  the  station  and  way-billed  the  same  as  other 
freight.  If  shipped  in  carloads  it  may  be  loaded  directly  at 
the  storehouse,  if  facilities  permit.  Full  particulars  should  in 
every  case  be  given  agents  for  billing. 

Care  should  be  exercised  in  loading  material  to  render  its 
unloading  and  inspection  as  easy  as  practicable. 

All  material  should  be  plainly  marked  or  tagged  with  the 
name  and  address  of  the  person  to  whom  shipped.  Should 
way-bills  become  lost  or  separated  from  the  cars,  the  mark  or 
tag  will  identify  the  material  and  secure  its  being  sent  for- 
ward. The  careful  marking  or  tagging  of  material  is  espe- 
cially necessary  in  cars  going  to  different  points,  where  the 
material  is  liable  to  be  misappropriated.  If  it  is  imprac- 
ticable to  tag  each  article,  a  tag  should  be  placed  upon  one  of 
the  articles,  and  should  show  the  number  of  articles  in  the  lot. 

All  material  requiring  it,  should  be  weighed,  and  the 
weight  entered  by  the  person  performing  the  work,  on  the 
request  or  order  opposite  the  name  of  the  article;  the  number 
of  the  car  in  which  material  is  shipped  should  also  be  inserted 
thereon,  and  a  distinguishing  mark  placed  opposite  the  name 
of  each  article  as  it  is  loaded. 

Cars  containing  company's  material  should  be  sealed-  and 
plainly  marked  by  card,  with  their  destination. 

In  disbursing  oil  especial  care  should  be  exercised  to  see 
that  it  is  not  extravagantly  used;  if  for  use  on  a  locomotive, 
the  amount  delivered  should  not  generally  exceed  the  require- 
ments T)f  a  round  trip;  if  for  use  at  a  station,  a  month's  supply 
should  be  the  maximum  amount  furnished. 

Local  supply  depots  for  lubricating  cars,  supplying  trains, 
etc.,  should  be  limited  to  current  needs. 

Storekeepers  are  required  to  see  that  the  supply  of  oil  is 
restricted  to  the  minimum,  without  transgressing  the  bounds 
of  safety,  so  that  by  frequent  and  limited  disbursement  its 
use  may  be  carefully  scrutinized. 

Classifying  Expenditures  of  Material. — The  charging  of 
material  to  the  thing  upon  which  it  is  used  is  of  the  utmost 
importance.     The   great   amount   of  material   used   and   the 
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diversity  of  things  upon  which  it  is  expended  render  a  system- 
atic classification  of  expenditures  necessary,  and  unless  this 
classification  is  governed  by  minute  rules,  the  purpose  of  an 
expenditure  can  only  be  surmised,  and  all  statements  and 
accounts  will  be  rendered  practically  valueless  for  purposes  of 
comparison. 

This  last  is  of  the  greatest  importance,  as  comparative 
statements  form,  in  a  measure,  the  basis  of  all  reliable  Inquiry 
and  investigation  by  railroads. 

The  classification,  moreover,  should  be  in  sufficient  detail 
to  enable  a  management  to  fix  responsibility  upon  those 
immediately  responsible  and  afford  at  the  same  time*  an  accu- 
rate and  intelligent  history  of  a  company's  affairs. 

It  should  be  so  minute  chat  the  cost  of  a  thing  and  the  rela- 
tive economy  exercised  miy  be  analyzed  and  Judged. 

Furthermore,  such  subdivisions  should  be  made  of  stand- 
ard accounts  as  the  enlightenment  of  officials  and  employes 
requires. 

In  opening  accounts,  the  nature  of  the  disbursement  should 
be  accurately  indicated  thereby;  also  the  place  or  location  of 
the  expenditure.  The  details  throughout  should  be  so  explicit 
that  they  have  only  to  be  studied  in  order  that  the  scope  and 
purpose  of  the  expenditure  may  be  accurately  understood. 

So  far  as  the  exigencies  of  accounts  will  permit,  without 
undue  expense,  it  is  designed  that  everything  that  enters  into 
the  cost  of  a  thing  should  be  charged  thereto.  Thus,  the  cost 
of  handling  material,  the  outlay  for  the  construction  or  repair 
of  a  building,  platform,  yard,  fence,  bridge,  culvert,  engine  or 
car  should  so  far  as  practicable  be  charged  thereto.  When, 
however,  the  expense 'of  accounting  is  greatly  increased  by 
too  minute  a  subdivision  of  expenses,  and  the  value  of  the 
information  thus  obtained  is  not  commensurate  with  the  out- 
lay, it  should  not  be  attempted. 

Accounts  should  in  every  case  be  based  on  their  value  as 
a  source  of  information  and  their  necessity  as  a  check;  they 
are  justifiable  only  so  far  as  they  are  necessary;  anything  out- 
side of  this  is  wasteful  and  extravagant.* 

In  order  to  classify  the  expenses  systematically  and  prc- 


•  It  Is  the  design  of  the  system  of  accounts  embodied  herein,  as  ex- 
plained elsewhere,  to  reduce  the  expense  of  accounting  to  the  minimum ; 
to  make  the  primary  clerical  work  necessary  to  be  expended  In  compil- 
ing returns  for  labor  and  material  answer  the  purposes  of  all  the  var- 
ious offices,  departments  and  branches  of  the  service  Interested  therein ; 
to  avoid  duplication  of  clerical  labor  in  the  different  offices  and  de- 
partments through  which  Information  flows ;  to  afford  the  maximum 
amount  of  Information  at  the  minimum  cost ;  to  reduce  the  cost  of  ac- 
counting, in  fact,  to  the  last  cent  compatible  with  accuracy  and  per- 
manency of  record,  and  such  classification  of  accounts  as  the  interests 
of  a  company  and  the  necessities  of  managers   require. 
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serve  a  clear  and  permanent  record  of  the  same,  distribution 
books  are  provided.*  Accounts  are  to  be  opened  in  these  for 
each  expenditure  having  a  separate  identity  in  the  classified 
list,  such  accounts  being  entered  in  their  due  order  and 
sequence,  care  being  taken  in  every  case  to  use  the  designa- 
tion prescribed  by  the  rules  governing  the  same. 

In  writing  up  the  accounts,  the  record  throughout  should 
be  so  clear  an  exposition  of  the  subject  that  it  may  be  fully 
understood  and  analyzed  without  correspondence  or  further 
reference  to  the  person  making  it.  Thus,  the  items  of  each 
account  should  be  given,  including  description  of  material  dis- 
bursed, quantity  or  weight,  price  and  amount  for  each  sepa- 
rately; also  the  total  cost  or  aggregate  of  r.11  the  items. 

In  giving  the  name  of  an  account,  especial  care  should  be 
taken  to  make  it  so  explicit  and  clear  that  it  may  be  easily 
identified,  and  details  of  cost  easily  collected  from  the  various 
books  in  which  it  is  mentioned. 

In  classifying  expenditures,  it  should  be  understood  that 
the  work  is  not  to  be  performed  at  random  in  any  instance, 
but  according-  to  preconceived  rules  and  regulations;  if  the 
disposition  of  an  expense  is  not  known  or  not  clearly  indi- 
cated by  an  analogous  account,  information  should  be  asked 
of  the  accounting  officer;  this  will  not  only  insure  uniformity, 
but  will  also  enable  the  company  to  supply  omissions  or  cor- 
rect inaccuracies  in  its  classification. 

In  the  majority  of  cases  material  and  labor  disbursed  are 
chargeable  to  a  particular  thing.  It  will  frequently  occur, 
however,  that  the  disbursement  must  be  distributed  among 
several  accounts;  this  should  be  done  according  to  the  benefit 
derived.  This  division  will  be  necessary  in  the  case  of  the 
wages  of  storekeepers  and  their  assistants,  laborers  employed 
upon  general  work  about  shops  and  others.  Common  expendi- 
tures of  this  nature  require  to  be  apportioned  according  to  the 
specific  benefit  they  confer.  Thus,  if  for  a  given  amount  of 
labor  or  material  a  particular  account  derives  benefit  there- 
from equal  to  sixty  per  cent,  of  the  cost  of  such  labor  or  mate- 
rial, and  another  account  forty  per  cent.,  the  apportionment 
between  them  should  be^on  that  basis.  When  the  exact  degree 
of  benefit  cannot  be  ascertained,  the  division  should  be  such 
as  is  practicable  and  in  harmony  with  the  facts.f  Specific 
reference  may  be  made  here  to  a  few  particular  supplies. 
They  will  illustrate  the  whole.    Thus,  for  Blossburg  and  fur- 


*  These  distribution  books  are  written  up  by  the  person  who  dis- 
burses the  material,  or  in  the  office  of  the  official  to  whom  returns 
thereof  are  sent,  as  specifically  directed  in  each  case. 

t  Reference  Is  not  made  here  to  expenditures  to  be  dlylded  between 
two  or  more  divisions  of  a  road,  but  to  disbursements  that  affect  two 
or  more  operating  or  construction  accounts,  which  require  to  be  appor- 
tioned among  all  accounts  that  have  derived  benefit  therefrom. 
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nace  coal  and  coke  used  at  shops  for  various  accounts,  an 
estimate  should  be  made  of  the  amount  used  per  hour  by  each 
furnace,  forge  or  steam  hammer,  and  the  expenditure  debited 
on  such  basis  to  the  work  in  progress;  when  coal  is  used  by 
a  particular  person  it  should,  if  possible,  be  prorated  among 
the  accounts  upon  which  he  is  engaged,  upon  th'e  basis  of  the 
time  occupied  by  him.* 

In  attempting  to  apportion  common  expenses  to  particular 
engines,  cars  and  other  accounts,  the  most  equitable  basis,  in 
the  absence  of  definite  instruction,  should  be  used. 

The  foregoing  will  suffice  in  this  place.  The  subject  is  so 
extended  that  it  is  impossible  to  do  more  than  generalize. 
Expenditures  are  so  variable  that  they  cannot  be  named  in 
detail.  Provision  should  be  made,  based  on  the  peculiar 
exigencies  of  the  case.  Only  general  principles  can  be  laid 
down  for  the  guidance  of  those  who  have  charge  of  matters 
of  this  kind.  Good  sense,  fairness  and  practicability  must 
govern. 

The  Distribution  of  Material  BooK.f — This  book,  like  its 
prototype,  the  distribution  of  labor  book,  is  written  up  on  the 
ground  by  the  person  who  receives,  cares  for  and  disbursed 
the  material. 

It  is  at  once  simple,  comprehensive  and  inexpensive. 

It  contains  all  the  details,  under  specific  heads,  of  material 
received  and  shipped  away;  also  details,  under  classified  headu, 
of  material  expended,  and  accounts  with  those  to  whom  mate- 
rial is  sold  or  traded.  Finally,  all  the  accounts  are  sum- 
marized and  recapitulated  at  the  close,  so  that  they  may  be 
scanned  at  a  glance,  and  the  aggregate  posted  upon  the  gen- 
eral books  at  the  headquarters  of  the  company. 

Before  this  book  is  sent  forward  by  the  person  compiling 
it,  the  leaves  should  be  arranged  in  proper  order  and  an 
impression  copy  taken  thereof,  after  which  it  should  be  bound 
in  book  form.  The  book  is  intended  to  be  used  finally  as  a 
Journal  voucher,  to  save  cost  of  transcribing. 

The  questions  attending  the  economical  and  proper  use  of 
material  are  of  the  greatest  importance,  and  in  order  that 
they  may  be  understood  and  intelligently  studied,  the  accounts 
are  so  classified  as  to  afford  an  accurate  and  intelligent  digest 
of  disbursements  in  the  aggregate  and  in  detail. 

The  distribution  of  material  book  should  be  written  up 
from  day  to  day  as  each  expenditure  occurs. 

It  is  required  to  be  sent  to  the  general  accounting  officer 
by  each  storekeeper  at  the  time  specified  after  the  close  of 
the  month.    A  distribution  book  is  also  returned  by  the  pur- 


*  A  debit  and  credit  account  should  be  kept  at  shops  with  coal  and 
coke,  in  order  the  more  accurately  to  determine  the  disposition  thereof, 
t  Form  75,  Appendix  D. 
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chasing  agent,  embracing  all  material  purchased  by  him  and 
material  invoiced  by  him  to  storekeepers;  a  distribution  book 
is  also  rendered,  in  which  is  embodied  a  summary  of  the 
accounts  spread  upon  the  registers  for  vouchers  and  various 
persons'  bills,  etc. 

In  order  that  the  method  of  writing  up  the  distribution  of 
material  book  shall  be  uniform,  and  that  clearness  shall  be 
observed,  and  the  utmost  economy  exercised  consistent  there- 
with, accounts  should  be  opened  in  it  in  the  order  designated 
hereafter.  They  are  intended  to  come  in  their  natural  order, 
and  it  is  designed  that  the  history  of  each  shall  be  so  clear 
and  minute  as  to  enable  the  officials  of  a  company  to  under- 
stand fully  each  account  without  referring  back  to  the  person 
writing  the  book;  this  will  not  be  difficult  if  care  is  displayed. 

The  accompanying  rules  and  regulations,  it  is  to  be 
observed,  are  not  intended  to  be  exhaustive,  but  like  others 
contained  in  this  book,  are  designed  rather  to  stimulate  the 
ingenuity  and  skill  of  those  interested  than  satisfy  them  with 
their  completeness. 

So  far  as  rules  are  laid  down  they  should  be  observed,  but 
they  are  intended  to  be  supplemented  by  minute  appliances 
and  devices  that  occur  in  the  experience  of  each  storekeeper, 
and  that  help  to  make  his  work  simpler,  clearer  and  cheaper. 

Under  the  head  of  ''material  received"  the  date  and  amount 
of  each  invoice  is  to  be  given;  also  the  name  of  the  firm  or 
storehouse  from  which  the  material  was  received. 

In  entering  invoices  the  amount  thereof  should  be  given  in 
the  first  money  column  of  the  book;  only  the  aggregate 
amount  of  all  invoices  should  be  carried  into  the  second 
money  column. 

The  accounts  to  be  kept-  in  the  distribution  of  material 
book  are  as  follows,  and  should  be  opened  in  the  order  named: 

Material  Received  from  Purchasing  Agent. — Under  this 
head  should  be  entered  all  invoices  of  material  purchased, 
charged  to  the  storekeeper  rendering  the  book. 

Material  Recefved  from  Storehouses. — Under  this  head 
should  be  entered  all  invoices  of  material  received  from  the 
storehouses  of  a  company,  an  account  being  opened  with 
each  storehoure  from  which  material  has  been  received. 

Material  Forwarded  to  Storehouses. — Under  this  head 
should  be  entered  all  invoices  of  material  forwarded  to  store- 
houses of  a  company,  an  account  being  opened  with  each 
storehouse  to  which  material  has  been  forwarded. 

Vouchers  Chargeable  to  Storekeepers. — All  vouchers  that 
emanate  from  superintendents,  civil  engineers,  storekeepers 
and  others  who  keep  a  distribution  of  material  book,  will  be 
charged  to  their  material  account  by  carrying  the  total  of 
same  to  the  final  recapitulation  under  the  head  of  "Material — 
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Vouchers"  as  a  credit  (red  ink).  The  material  account  will 
receive  credit  by  apportioning  the  vouchers  on  the  distribu- 
tion book  to  the  accounts  to  which  they  should  be  charged.* 

All  vouchers  entered  on  a  distribution  book  should  be 
stamped  by  the  storekeeper.!  This  stamp  will  show  the  audit- 
ing officer  that  the  storekeeper  has  entered  the  voucher,  and 
will  be  his  authority  for  charging  the  same  to  "Material — 
Vouchers"  on  his  register,  thus  offsetting  the  credit  given  that 
account  on  the  distribution  books. 

Following  the  foregoing,  the  accounts  upon  which  material 
has  been  disbursed  should  be  arranged  in  the  following  order: 
first,  operating  expense  accounts  in  their  order;  second*  con- 
struction accounts  in  their  order;  third,  material  manufac- 
tured by  the  company;  fourth,  coal;  fifth,  wood;  sixth,  vari- 
ous persons'  accounts;  seventh,  miscellaneous  accounts.  Fol- 
lowing these  should  be  given  the  recapitulation  of  material 
received  and  forwarded,  and  the  final  recapitulation  of  the 
distribution  book. 

Under  the  operating  or  construction  account  to  which  a 
-  disbursement  is  chargeable,  a  sub-account  should  be  opened 
for  each  bridge,  culvert,  viaduct,  building,  dock,  wharf,  ferry 
boat,  locomotive,  stock  yard  or  dining  car  embodied  in  it. 

A  separate  account  should  also  be  opened  under  the  gen- 
eral head  of  "various  persons'  accounts,"  with  each  individual, 
firm  or  corporation  against  whom  a  charge  has  been  made. 

The  total  amount  of  bills  should  be  carried  to  the  final 
recapitulation  under  the  head  of  "Material — ^Various  Persons" 
as  a  debit  (black  ink)  and  the  accounts  that  are  entitled  to 
credit  should  receive  same.  Each  bill  should  be  stamped  by 
the  storekeeper,  as  directed  in  the  case  of  vouchers.  This 
stamp  is  authority  to  the  auditing  ofilcer  to  credit  the  bill  to 
"Material — Various  Persons"  on  his  registry. 

In  order  to  distinguish  the  credit  entries  at  a  glance  they 
should  be  made  in  red  ink;  If  deductible  from  any  account 
they  should  be  made  from  the  total  thereof,  only  the  balance 
being  carried  forward  into  the  recapitulation. 

In  case  the  credit  exceeds  the  debit,  the  credit  should  be 
carried  into  the  recapitulation  in  red  ink  and  deducted  there- 
from. 

The  amount  to  be  entered  as  the  total  footing  of  the 
recapitulation,  it  will  thus  be  seen,  is  the  difference  between 
the  debits  and  credits. 


•  Thus.  If  to  pay  for  a  cow  killed,  the  amount  would  be  entered  as 
a  credit  under  the  head  of  "Vouchers  chargeable  to  storekeepers;"  and 
as  a  debit  under  the  head  of  "Loss  and  Damage." 
t  ENTERED  IN 

July  19..  . 
Storekeeper,  Western  Dlv. 
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Oil  a2¥d  Waste. — Oil  and  waste  disbursed  to  be  used  in 
lubricating  cars  and  macninery  should,  as  a  rule,  be  charged 
to  the  expense  account  at  the  time  it  is  issued,  in  order  to 
avoid  the  difficulty  of  accounting  for  it  after  it  passes  into 
the  hands  of  car  repairers  and  machinists. 

Oil»  waste  and  tallow  for  use  on  locomotives  should  be 
charged  to  the  proper  account  in  the  distribution  books  when 
delivered  to  the  engineers. 

A  separate  blank  is  provided  for  the  use  of  engineers  in 
ordering  supplies  of  this  nature.*  For  convenience  in  account- 
ing, the  orders  for  the  various  kinds  of -oil  and  waste  are 
printed  on  paper  of  different  colors. 

At  the  beginning  of  the  month  every  engineer  is  given 
a  book  containing  a  supply  of  these  orders.  They  are  in  the 
form  of  tickets  or  coupons,  which  are  detached  and  given  to 
the  storekeeper  when  the  supplies  are  received.  Each  ticket 
calls  for  a  specified  quantity  of  oil  or  waste,  and  all  are  num- 
bered in  order,  so  that  the  number  on  the  first  unused  ticket 
in  the  book  at  the  end  of  the  month  will  designate  the 
quantity  used  during  the  month.  Thus  the  number  of  pints  of 
each  kind  of  oil  and  pounds  of  waste  used  by  each  engineer 
may  be  readily  ascertained,  for  use  in  compiling  statements 
showing  the  number  of  miles  run  per  pint  of  oil  and  pound  of 
waste  by  each  engineer.f 

When  desired,  a  separate  account  may  be  kept  of  oil  and 
waste  used  by  each  locomotive,  for  the  purpose  of  determining 
the  relative  economy  in  this  regard  of  various  types  of  loco- 
motives. In  such  events  the  requisitions  should  show  the 
locomotive  chargeable  with  the  supplies  received. 

Stationery  and  Printing. — The  multitudinous  number  of 
items  embraced  under  this  head,  many  of  which  amount  only 
to  the  fractional  part  of  a  cent  (when  charged  in  detail,  as 
the  consumption  occurs),  together  with  the  great  expense  that 
would  attend  any  attempt  to  charge  each  item  as  consumed, 
renders  it  advisable  to  adopt  a  different  method  of  accounting 
from  that  in  force  for  other  material. 

The  cheapest  and  simplest  method  that  suggests  itself  is 
to  charge  disbursements  of  this  kind  as  they  are  audited  for 
payment  directly  to  the  items  of  expense  that  they  affect,  and 
at  the  end  of  the  year  charge  or  credit  such  accounts  as  the 
inventory  (for  this  class  of  material)  shows  the  balance  to  be 
over  or  under  the  amount  on  hand  at  the  commencement  of 
the  year.  This  course  should  accordingly  be  followed,  except 
in  the  case  of  stationery  forwarded  to  shops,  which  should  be 


•  Porm  25,  Appendix  D. 

t  The  preparation  of  exhibits  of  this  nature  and  the  great  value,  to 
be  derived  therefrom  are  more  fully  treated  of  in  the  volume  of  the 
"Science  of  Railways"  series  relating  to  locomotive  service. 
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invoiced  the  same  as  other  material  to  the  storekeeper  thereof, 
and  taken  up  by  him  on  his  booKs  and  ai^tributed  the  same 
as  other  material.* 

Tback  Material. — The  conditions  under  which  roadway 
and  track  material  is  stored  and  disbursed  differ  so  greatly 
from  other  disbursements  that  different  forms  are  required. 
In  accounting  for  material  at  storehouses  the  returns  are  made 
by  practiced  accountants,  while  in  the  disbursement  of  track 
labor  and  material  the  returns  are  made  by  track  foremen. 
The  meager  faciliti^  that  the  latter  possess  render  It  neces- 
sary to  simplify  the  methods  employed  as  much  as  possible 
and  reduce  the  labor  connected  therewith  to  the  lowest  pos- 
sible point. 

Each  track  foreman  is  required  to  make  return  of  the  labor 
he  employs  and  the  material  he  receives  and  disburses. 

It  is  designed  that  these  returns  should  be  sent  to  some 
central  office  on  each  line  or  division  (say,  the  superintend- 
ent's) to  be  there  examined  and  aggregated. 

The  person  who  thus  groups  these  accounts  is  termed  the 
storekeeper:  he  is  charged  with  all  material  that  he  makes 
return  of,  whether  for  track  or  for  bridges  and  buildings,  and 
receives  credit  for  all  that  he  disburses. 

He  is  expected  to  make  the  same  returns  as  other  store- 
keepers. He  also  uses  the  same  form  of  distribution  book  for 
labor  and  material  that  is  used  by  storekeepers  at  shops. 

The  track  material  book  used  by  track  foremen,  from  which 
the  storekeeper  compiles  his  returns,  is  very  simple;  it  is  so 
arranged  as  to  reduce  the  clerical  work  to  the  minimum  and 
yet  afford  all  the  information  that  is  necessary  to  a  full  and 
complete  understanding  of  track  work.f 

The  articles  are  printed  in  the  book  so  that  all  the  foreman 
has  to  do  is  to  insert  the  quantity  received,  used  and  on  hand 
opposite  the  name.  The  name  of  the  account  to  which  mate- 
rial is  chargeable  is  also  provided  for,  so  that  it  does  not  need 
to  be  written  In;  all  that  it  is  necessary  for  him  to  do  is  to 
enter  the  amount  of  material  consumed,  under  the  proper 
head. 

In  the  event,  however,  articles  are  expended  upon  objects 
outside  of  the  track  department,  it  is  necessary  to  insert  the 
name  of  the  account. 

The  material  book  used  by  track  foremen,  like  the  track 
time  book,  contains  all  the  directions  necessary  to  be 
observed;  it  provides  specifically  for  material  received,  mate- 


*  Tbere  U  no  objection,  except  the  cost  of  accounting  such  method 
would  Involve,  to  treating  stationery  and  petty  station  supplies  the  same 
as  other  material,  i.  e.,  charge  it  to  operating  expenses  only  when  ac- 
tually  consumed. 

t  Appendix  C. 


DISBURSING  MATERIAL,  227 

rial  expended  on  repairs  of  roadway  and  track  and  for  rails 
and  ties;  also  for  construction  of  sidings,  for  material  shipped 
away,  and  for  material  and  tools  on  hand  at  the  end  of  the 
month.  It  is  complete  and  embraces  all  the  accounts  with* 
which  foremen  are  likely  to  have  anything  to  do. 

A  ledger  account  should  be  kept  in  the  superintendent's 
or  storekeeper's  office  with  each  section  foreman,  showing 
the  receipts  and  disbursements  of  the  material  carried  in  the 
"material"  account  An  account  should  be  opened  for  each 
class  of  material,  and  it  should  be  charged  with  the  material 
furnished  the  section  foreman  each  month  and  should  be 
credited  with  the  amount  reported  as  used  or  shipped  in  his 
track  material  book. 

The  balance  shown  on  the  ledger  should  agree  with  the 
amount  shown  on  hand  in  the  section  foreman's  material 
book,  and  any  discrepancy  should  be  investigated  at  once. 

Material  shipped  to  a  division  for  use  in  the  track,  also 
expenses  incurred  in  repairing  track  tools  for  a  division, 
should  be  invoiced  to  the  storekeeper  of  such  division.  In  the 
absence  of  instructions  to  the  contrary,  nothing  is  to  be 
charged  to  track  expenses  except  through  the  storekeepers  in 
charge  thereof. 

Fuel. — The  necessity  of  exercising  the  utmost  intelligence 
and  watchfulness  in  the  care  of  the  general  supplies  of  a  road 
to  prevent  their  waste  or  misappropriation,  suggests  itself 
with  redoubled  force  in  connection  with  fuel. 

The  universal  use  of  this  article  makes  its  proper  protec- 
tion exceedingly  difficult.  The  theft  of  fuel  from  a  particular 
station  or  train  may  not  be  great,  but  the  aggregate  thus 
filched  is  enormous  unless  the  most  painstaking  and  intelli- 
gent effort  is  made  at  all  times  to  prevent  it  and  to  punish 
those  who  practice  it. 

The  duties  of  the  storekeeper  in  this  direction  are  arduous 
and  at  all  times  unsatisfactory,  because  of  the  difficulty  of 
enforcing  necessary  safeguards  without  incurring  expense  out 
of  proportion,  frequently,  to  the  object  attained. 

These  difficulties  attending  the  care  of  fuel  suggest  tho 
necessity  of  isolating  it  as  far  as  possible  and  of  preventing 
access  to  it  of  all  except  those  who  use  it  for  the  company; 
this  is  rendered  less  difficult  than  formerly  on  account  of  the 
appliances  that  have  been  introduced  tor  storing  and  handling 
supplies  of  this  nature,  but  until  fuel  (while  in  process  of 
transportation  and  In  store)  can  be  placed  under  lock  and 
key,  the  danger  of  Its  being  stolen  will  be  constant,  and  will 
need  to  be  met  with  watchfulness  on  the  part  of  those  who 
have  it  in  charge. 

Fuel  is  the  most  difficult  of  all  material  to  care  for,  and 
the   magnitude   of   the   sum   Involved    (about  one-eighth   of 
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the  expenses  of  a  company)  demands  that  the  accounting  con- 
nected therewith  should  be  characterized  by  such  Intelligent 
and  far-reaching  methods  as  will  secure  the  most  satisfactory 
results. 

The  deterioration  in  quality  of  both  wood  and  coal  is  con- 
tinuous from  the  time  it  comes  into  the  possession  of  a  com- 
pany until  used.  The  extent  of  this  deterioration  depends 
largely  on  the  manner  in  which  it  is  stored;  if  exposed  to  the 
influence  of  the  weather,  deterioration  will  be  marked  and 
rapid.  This  fact  should  impress  upon  those  who  have  charge 
of  fuel  the  importance  of  keeping  the  supply  on  hand  as  small 
as  is  consistent  with  safety,  and  of  exercising  the  greatest 
care  possible  in  storing. 

Not  only  should  care  be  exercised  to  prevent  misappro- 
priation of  fuel  and  it3  waste  by  improper  care  or  unnecessary 
exposure,  but  every  practicable  device  consistent  with  good 
business  usage  should  be  at  all  times  enforced  to  secure  the 
economical  use  thereof. 

In  furtherance  of  this  purpose,  careful  comparisons  should 
be  made  of  the  fuel  used  by  different  enginemen.  Similar 
comparisons  should  be  made  of  fuel  used  at  stations,  in  cars, 
and  elsewhere;  wherever,  in  fact,  conditions  are  similar,  or 
the  zeal  of  employes  is  likely  to  be  increased  thereby. 

The  following  specific  rules  and  regulations  suggest  them- 
selves in  connection  with  fuel.  They  do  not  cover  the  ground 
in  detail,  and  are  intended  to  be  supplemented  by  those  in 
charge  with  such  further  rules  and  regulations  as  the  circum- 
stances in  each  case  require: 

Two  accounts  should  be  kept  by  the  company  for  fuel;  one 
for  coal  and  one  for  wood;  charges  should  be  made  in  accord- 
ance therewith. 

Fuel  stored  at  roundhouses  and  shops  for  use  on  locomo- 
tives and  cars  should  be  kept  in  the  fuel  account  and,  so  far 
as  the  accounting  is  concerned,  should  be  treated  in  the  same 
manner  as  coal  stored  for  like  purposes  at  stations  along  the 
line;  Blossburg  coal,  coke,  etc.,  used  in  forges  at  shops  by 
blacksmiths,  coppersmiths  and  others,  should  be  taken  up  on 
the  stock  book  and  distribution  of  material  book,  and  should 
be  treated  thereafter  the  same  as  material,  and  so  embodied 
in  the  returns. 

Fuel  should  be  charged  with  the  first  cost,  the  cost  of 
transportation  to  the  point  of  delivery  on  the  line  of  the 
company  (when  there  is  any  charge  on  such  account),  the 
cost  of  loading,  unloading  into  store,  arranging,  inspecting 
and  watching;  the  cost  of  sawing  and  piling  wood;  also  the 
expense,  if  any,  incurred  in  preventing  and  putting  out  fires. 

Fuel  brought  forward  from  a  preceding  year,  and  appear- 
ing in  the  inventory  for  such  year,  should  be  charged,  when 


DISBURSING  MATERIAL,  229 

expended,  like  other  material,  at  the  price  at  which  it  appears 
in  such  inventory. 

The  cost  of  unloading  fuel  into  chutes  (for  transfer  to  the 
tender)  should  be  charged  to  "Fuel  for  Locomotives." 

The  following  rules  in  reference  to  accounts  should  be 
observed: 

Parties  from  whom  coal  is  purchased  should  render  the 
purchasing  agent  daily  invoices  of  deliveries,  showing  date, 
car  number,  actual  weight,  where  delivered,  and  the  cost  for 
each  car  of  coal. 

These  invoices  should  be  sent  by  the  purchasing  agent  to 
the  general  storekeeper  each  day,  to  be  by  him  compared  with 
the  statements  of  receipts  rendered  him  by  agents;  afterward 
they  should  be  entered  in  the  fuel  received  book,  signed  and 
returned  to  the  purchasing  agent. 

A  statement  should  be  required  at  the  end  of  every  month 
of  ail  contractors  who  furnish  coal;  it  should  give  the  particu- 
lars furnished  in  the  daily  reports,  and  should  embrace  ail 
coal  delivered  or  shipped  during  the  month;  also  the  ship- 
ments brought  forward  from  the  preceding  month  and  not 
accounted  for  in  such  month.  The  bill  for  coal  should  accom- 
pany this  report. 

To  enable  the  general  storekeeper  to  verify  invoices,  agents 
receiving  company  coal  direct  from  contractors  or  connecting 
lines  should  report  to  him  daily  all  such  fuel  received.*  This 
report  should  specify  the  date  of  receipt,  name  oi  contractor 
delivering,  initials  and  number  of  car.  If  the  coal  is  weighed 
by  the  agent  (and  it  should  be  where  there  are  track  scales) 
the  weight  as  ascertained  by  him  should  be  inserted;  if  not 
weighed  by  him,  the  weight  as  advised  should  be  reported. 
The  return  should  also  specify  the  name  of  the  station  to 
which  each  car  was  forwarded  and  number  of  the  way-bill 
covering  the  shipment 

At  the  end  of  the  month  a  recapitulation  of  the  coal  re- 
ceived from  each  company  should  be  made  from  these  daily 
reports,  and  forwarded  to  the  general  storekeeper. 

Agents  at  stations  where  coal  is  kept  in  store  for  future 
use  or  present  distribution  should  make  a  detailed  return  to 
the  general  storekeeper  of  all  company  coal  received  or 
shipped  by  them  each  month.f  It  should  show  the  date  way- 
billed,  way-bill  number,  initials  and  car  number,  weight  of 
coal,  kind  (hard  or  soft),  where  from  or  to  what  place  shipped. 
A  separate  account  should  be  opened  with  each  station  to 
which  fuel  is  forwarded,  under  which  should  be  entered  the 
details  of  all  shipments  to  such  station  during  the  month. 
Each  account  should  be  footed  and  a  recapitulation  of  these 
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amounts  made,  showing  grand  total  of  receipts  and  shipments 
of  each  kind  of  fuel. 

Coal  not  actually  received  on  the  evening  of  the  last  day 
of  the  month  should  be  carried  forward  into  the  succeeding 
month's  bill. 

In  way-billing  fuel,  the  quantity  in  tons  or  cords  should  in 
all  cases  be  inserted  so  as  to  aftord  everyone  interested  the 
necessary  data  for  making  returns  thereof  and  otherwise 
keeping  the  accounts  correctly. 

The  monthly  accounts  returned  by  contractors  should  be 
verified  by  careful  comparison  with  the  daily  and  monthly 
returns  made  by  agents.  The  correctness  of  these  returns 
should  in  turn  be  confirmed  by  the  monthly  returns  from 
other  agents  of  coal  received  by  them,  by  the  amount  of  coal 
consumed  at  the  point  of  delivery,  and,  finally,  by  the  balance 
on  hand  at  the  point  of  delivery  less  the  amount  brought  for- 
ward from  the  previous  account. 

The  following  rules  and  regulations  should  be  observed  in 
regard  to  wood: 

All  cord  wood  delivered  by  parties,  for  purchase,  should  be 
piled  in  conformity  with  the  official  specifications  of  the  com- 
pany. 

After  inspection,  the  number  and  length  of  the  rank  (pile) 
should  be  plainly  marked  with  paint  upon  each  end  of  the  tier 
by  the  inspector. 

The  ends  of  several  sticks  in  the  rank  (say  three  or  four  to 
each  cord)  should  also  be  plainly  marked  with  paint  with  the 
number  of  the  rank. 

Ranks  should  be  numbered  consecutively,  commencing 
with  No.  1  for  each  station. 

At  the  time  of  inspection  the  inspector  should  note  accu- 
rately in  his  record  book:  first,  the  name  and  address  of  the 
person  delivering  the  wood;  second,  the  exact  location  of  the 
wood,  i.  e.,  the  place,  which  side  of  the  track  and  how  far  from 
the  track;  third,  the  number  of  the  rank;  fourth,  the  length, 
height  and  width  of  the  rank,  and  the  dockage,  if  any;  fifth, 
the  number  of  cords  of  wood  in  the  rank;  sixth,  the  kind  of 
wood,  as  hard  or  soft,  specifying  it  by  name  in  each  instance. 

Fuel  inspectors  should  make  a  return  to  the  purchasing 
agent  of  wood  measured  by  them;  a  duplicate  of  this  should 
be  sent  to  the  general  storekeeper  to  1  i  used  by  him  In  verify- 
ing invoices  for  wood  purchased,  and  in  compiling  the  fuel 
record.*  The  fact  that  payment  for  wood  is  based  upon  these 
returns  should  insure  the  utmost  care  upon  the  part  of  in- 
spectors. 

The  specifications  under  which  wood  is  purchased  should 
be  critically  complied  with. 
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If  the  rank  is  not  of  full  height  or  not  cut  the  full  length, 
or  not  compactly  piled  as  required  by  specifications,  Inspec- 
tors should  take  cognizance  of  such  discrepancies,  returning 
only  the  actual  amount. 

If  the  size,  manufacture  or  quality  of  the  wood  is  not  fully 
up  to  the  requirements,  or  if  piled  with  intention  to  defraud 
the  company,  the  owner  should  be  compelled  to  assort  the 
wood  and  repile  it. 

Agents  at  stations  where  wood  is  inspected  should  be  made 
accountable  for  it  after  inspection.  They  should,  therefore, 
be  on  hand  at  the  time  of  inspection  to  verify  it,  generally,  as 
to  quantity,  etc. 

An  account  should  be  opened  by  the  general  storekeeper 
with  each  rank,  in  the  form  and  manner  described  above  for 
the  inspector's  report. 

A  fuel  record  book  should  be  kept  in  which  the  reports 
of  inspectors  should  be  minutely  transcribed  before  being 
placed  on  file.  In  this  way  clearness  and  continuity  of  state- 
ment would  be  assured. 

When  a  rank  or  part  of  a  rank  is  transferred,  a  report  of 
the  removal  should  forthwith  be  made  to  the  general  store- 
keeper by  the  person  in  charge.  This  report  should  specify 
the  date  of  its  removal,  the  number  of  the  rank,  or  if  only 
moved  in  part,  what  particular  part  was  taken.  It  should  also 
show  the  number  of  cords  and  the  point  to  which  shipped; 
these  should  agree  with  the  way-billing. 

To  be  able  to  render  a  correct  account  of  wood  sawed,  it  is 
of  the  utmost  importance  that  a  faithful  account  should  be 
kept  of  the  quantity  of  unsawed  wood  located  at  the  different 
points  on  the  line  of  the  road. 

Agents  are,  therefore,  required  to  make  a  special  report 
each  month  of  the  quantity  of  wood  sawed  at  their  several 
stations. 

When  the  wood  that  is  sawed  Is  taken  from  the  ranks,  as 
originally  inspected,  the  number  of  each  rank  and  the. amount 
sawed  should  be  reported;  when  the  whole  rank  is  sawed  in 
the  same  month  the  compensation  of  the  wood  sawyer  should 
be  based  on  the  original  measurement  of  the  inspector. 

When  the  wood  is  not  arranged  in  ranks  (as  inspected)  but 
is  piled  indiscriminately  (  as  unloaded  by  the  wood  train  gang) 
agents  should  make  an  approximate  report  of  the  quantity 
sawed.  When  the  sawing  is  completed,  if  the  whole  amount 
on  hand  has  been  sawed,  the  amount  that  has  been  reported 
sawed  should  be  deducted  from  the  total  amount  on  hand  at 
the  station;  the  balance  will  be  the  amount  that  should  be 
embraced  in  the  final  report  for  wood  sawed. 

The  actual  amount  cf  wood  sawed  should  always  be  re- 
ported when  the  same  can  be  ascertained. 
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Estimates  should  be  made  only  for  such  quantities  as  can- 
not be  definitely  known  until  the  completion  of  the  work. 

Seasonable  notice  should  be  given  whenever  wood  located 
between  stations  is  to  be  sawed,  so  that  an  agent  or  inspector 
may  be  on  the  ground  to  make  a  report  of  the  quantity  sawed, 
etc. 

A  voucher  should  be  made  by  the  general  storekeeper  (to 
be  verified  by  the  purchasing  agent)  in  favor  of  wood  sawyers 
for  wood  sawed  by  them;  but  the  same  must  conform  to  the 
amount  as  shown  by  the  record  kept  in  the  office  of  the 
former.  Errors  and  inconsistencies  must  in  every  case  be 
located  and  corrected  before  vouchers  are  passed  for  payment. 

Where  wood  Is  located  on  the  line  at  a  point  remote  from 
stations  it  should  be  charged  to  the  station  most  convenient  to 
it,  and  the  agent  at  that  point  should  take  It  into  his  accounts 
and  make  returns  for  it  when  It  is  disbursed  or  moved  away. 

Fuel  Returns. — Peculiar  circumstances  arise  in  connection 
with  the  accounting  for  fuel  not  noticeable  in  connection  with 
other  material.  The  latter  is  stored  at  a  few  central  points 
under  the  charge  of  storekeepers  who  attend  to  its  receipt, 
care  and  disbursement,  and  who  make  return  of  the  same  as 
described  elsewhere.  Their  facilities  for  performing  the  work 
are  easy,  convenient  and  simple.  The  keeping  of  the  fuel 
accounts,  on  the  other  hand,  is  performed  by  men,  in  most 
Instances,  who  are  occupied  largely  with  other  duties.  The  re- 
sult is  that  the  same  thoroughness  and  accuracy  is  not  ob- 
served in  the  one  case  as  in  the  other.  Moreover,  fuel  cannot 
be  measured  with  the  same  accuracy  as  other  material;  this 
renders  it  still  more  diflicult  to  secure  satisfactory  accounting. 

The  blank  forms  for  reporting  fuel  are  adapted  to  the  par- 
ticular circumstances  under  which  such  accounts  are  rendered, 
especial  efforts  being  directed  to  their  simplification;  to  make 
the  work  as  light  as  possible  and  at  the  same  time  afford  an 
accurate  digest  of  fuel  received  and  disbursed.  It  is  not 
necessary  to  enter  into  any  description  here  of  the  particular 
accounts  that  are  to  be  opened  of  fuel  disbursed  on  the  gen- 
eral fuel  report.  They  must  harmonize  with  the  list  of  operat- 
ing and  construction  and  other  necessary  accounts;  in  other 
words,  the  returns  for  fuel  disbursed  must  be  apportioned 
under  proper  headings,  so  that  the  recipient  of  these  returns 
may  from  them  charge  the  accounts  upon  which  the  fuel  was 
expended,  commencing  with  the  operating  accounts  in  their 
order  and  following  on  to  the  end. 

It  is  designed  that  the  general  fuel  report  shall  give  the 
source  from  which  the  fuel  is  received  and  the  quantities 
thereof.*  This  will  require  to  be  compared  afterward  by  those 
who  audit  the  fuel  accounts,  with  the  amount  reported  as  for- 
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warded  to  such  place.  In  the  event  they  do  not  agree  (and  in 
many  instances  they  will  not,  because  of  the  use  of  fuel  en 
route  and  for  other  reasons)  the  occasion  of  the  difference 
must  be  investigated  and  adjustments  made  in  accordance 
with  the  circumstances  of  each  case.  On  the  credit  or  dis- 
bursement side  of  the  general  fuel  report  a  statement  of  the 
amount  of  fuel  disbursed  is  required  to  be  entered.  In  order 
to  do  this  with  accuracy,  the  amount  taken  must  be  ascer- 
tained; this  will  involve  the  careful  auditing  of  tickets  and 
receipts  taken  from  engineers  and  others  for  fuel  delivered 
them;  the  fuel  taken  for  use  on  trains  and  elsewhere  must 
in  like  manner  be  ascertained  from  the  receipts  or  other  evi- 
dences of  delivery.  Each  account  upon  which  fuel  is  con- 
sumed must  be  stated.  Afterward  the  amount  shipped  away, 
points  to  which  shipped,  quantity,  etc.,  must  be  given. 

The  general  fuel  report  is  intended  to  afford  a  history  of 
the  fuel  received  and  expended  each  month.  The  principle  of 
the  report  is  the  same  as  that  of  the  distribution  of  material 
book,  except  that  it  is  simpler  and  of  different  form,  the 
aggregate  amount  of  each  kind  disbursed  being  given  instead 
of  each  item. 

In  order  to  facilitate  the  keeping  of  an  accurate  account 
of  fuel  consumed  by  locomotives,  and  to  simplify  the  work  as 
much  as  possible,  tickets  are  supplied  to  ei^inemen.*  The 
tickets  are  in  the  shape  of  small  coupons  numbered  consecu- 
tively and  bound  in  book  form,  with  a  place  for  the  engineer's 
name  on  the  cover.  Each  coupon  calls  for  one  ton  of  coal, 
and  the  engineer  detaches  a  coupon  for  each  ton  of  coal  re- 
ceived, writing  the  number  of  the  engine  and  date  of  delivery 
on  each  coupon.  At  the  end  of  the  month  the  engineer  re- 
turns the  book  with  the  unused  coupons  to  the  division  mas- 
ter mechanic.  The  number  on  the  first  unused  ticket  indicates 
the  quantity  the  engineer  received  during  the  month  and  is 
used  in  compiling  the  record  of  fuel  consumed  by  each  engi- 
neer, mileage  made,  work  performed,  etc.f  The  tickets  he  has 
issued  are  used  in  making  the  charge  against  the  engine. 

•It  is  the  duty  of  the  person  delivering  coal  to  see  that  the 
tickets  received  correspond  with  the  quantity  delivered.  Any 
attempt  to  procure  fuel  without  the  delivery  of  a  ticket  or 
receipt  should  be  forthwith  reported  to  the  proper  officer. 

For  fuel  disbursed  for  other  purposes  a  receipt  should  be 
taken  in  the  absence  of  tickets  being  provided. 

At  the  close  of  the  day,  the  tickets  received  from  engi- 
neers for  fuel  delivered  to  locomotives,  should   be  counted 


*  Form  33.  Appendix  D. 

fThe  preparation  of  these  statistics  and  others  In  connection  with  the 
operation  of  locomotives  is  treated  of  more  fully  In  the  volume  of  the 
"Science  of  Railways"  series  relating  to  locomotive  service. 
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and  entered  in  the  "Agent's  monthly  report  of  fuel  delivered 
to  locomotives."*  At  the  end  of  the  month,  as  soon  as  the 
tickets  for  the  last  day  of  the  month  are  entered,  the  report 
should  be  footed,  an  impression  copy  taken  of  it  for  an  office 
record,  after  which  it  should  be  forwarded,  together  with  the 
tickets  collected,  to  the  storekeeper  designated  to  receive 
same. 

The  storekeeper  should  audit  the  account,  recapitulate  the 
quantities  of  fuel  delivered  to  locomotives  during  the  month 
at  the  several  fuel  stations  on  his  division,  and  forward  this 
recapitulation  to  the  general  storekeeper.f 

The  aggregate  quantity  of  fuel  delivered  to  locomotives,  as 
well  as  fuel  used  for  other  purposes,  should  be  entered  by  tne 
agent  on  the  general  fuel  report,  which,  on  completion,  will  be 
forwarded  directly  .to  the  general  storekeeper  together  with 
the  receipts  and  tickets  for  fuel  issued  for  other  purposes. 

It  is  made  the  duty  of  the  general  storekeeper  finally  to 
audit  the  returns  for  fuel.  As  soon  as  they  are  received  by 
him  they  should  be  carefully  scrutinized  and  verified,  after 
which  a  summary  will  be  made  of  fuel  consumed,  specifying 
the  quantity  of  each  kind  issued,  the  price  and  value  of  same, 
entering  the  accounts  chargeable  therewith  in  their  proper 
order.  This  statement  should  be  forwarded  to  the  general 
accounting  officer  for  use  in  writing  up  the  books.  The  fore- 
going returns  are  also  required  for  use  in  compiling  the  loco- 
motive reports  and  for  other  statistical  purposes.  The  total 
quantity  as  shown  on  the  summary  should  agree  with  the 
aggregate  of  the  general  fuel  reports. 

Any  errors,  inaccuracies  or  omissions  found  in  the  returns 
of  fuel  must  be  reported  at  once  to  the  one  in  error  by  the 
person  making  the  discovery. 

STOCK  YARDS. 

The  more  diversified  a  company's  affairs  become,  the 
greater  the  necessity  for  adopting  devices  to  meet  particular 
exigencies,  preserving,  however,  the  same  general  princi- 
ples of  accountability.  The  methods  of  handling  freight  re- 
ceipts are  such  as  are  adapted  to  that  particular  branch  of 
the  service;  the  same  is  true  in  regard  to  passenger,  express 
and  mail  business.  Miscellaneous  earnings  require  especial 
provision  for  different  kinds  of  receipts,  such  as  extra  bag- 
gage, car  service,  etc.  Another  class  of  business  to  be  pro- 
vided for  is  that  which  arises  at  stock  yards  operated  by  the 
company.  The  measures  necessary  to  be  taken  in  connection 
with  receipts  thus  arising  are  very  simple. 


•  Form  34,  Appendix  D. 
t  Form  35,  Appendix  D. 
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Each  stock  yard  foreman  should  keep  a  record  book  in 
which  he  should  enter  the  particulars  of  stock  fed  at  his  yard 
and  the  charges  connected  therewith.*  This  record  should 
show  Hlate,  consignor,  consignee,  origin  and  destination  of 
stock,  way-bill  number,  date,  car  number,  number  and  kind 
of  stock,  charges  collected  or  to  be  entered  on  way-bill,  and 
particulars  of  the  seal  record. 

All  supplies  sent  to  the  foreman  of  stock  yards  should  be 
treated  in  the  accounts  the  same  as  those  handled  at  store- 
houses; thus  the  foreman  should  be  charged  with  the  feed  sup- 
plied  to  him,  also  with  all  the  incidental  expenses  incurred 
in  connection  with  the  stock  yards,  including  the  pay  roll 
thereof.  He  should  be  credited  with  all  supplies  which  he  dis- 
burses. 

Elach  stock  yard  foreman  should  make  requisitions  through 
his  superior  officer,  on  the  purchasing  agent,  for  feed  and  bed- 
ding as  required. 

If  in  case  of  emergency  it  becomes  necessary  for  the  fore- 
man of  the  yard  to  buy  feed,  he  should  make  a  requisition 
covering  the  same,  noting  on  its  face  the  fact  that  the  ma- 
terial has  been  bought,  and  should  forward  it,  with  the  bill 
for  the  goods,  through  the  same  channel  as  he  does  his  usual 
requisition.  However,  material  should  not  be  purchased  in 
this  way  except  in  extreme  cases. 

The  payment  of  incidental  expenses  at  stock  yards,  such  as 
shoeing  horses,  repairing  wagons,  harness,  etc.,  should  be 
made  by  vouchers,  in  favor  of  the  persons  to  whom  the 
amounts  are  due;  these  vouchers  the  foreman  should  certify 
to,  and  after  they  are  spread  upon  his  books  and  returns  they 
should  be  forwarded  in  the  usual  channel  for  approval  and 
paymentf 

The  foreman  of  the  yards  should  be  required  to  make  a 
report  of  "supplies  received  and  expenses  incurred"  to  the  gen- 
eral accounting  officer  on  the  first  day  of  each  month!;  it 
should  include  all  expenses  of  the  yard,  viz.:  feed  purchased, 
bedding,  tools,  veterinary  services,  shoeing,  incidental  ex- 
penses and  pay  roll.  It  should  specify  the  date,  name  of 
payee,  description  of  the  expense,  quantity  (if  for  feed),  price 
and  amount.  The  amount  should  be  charged  to  the  foreman 
of  the  yard. 

This  report  answers  the  same  purpose  as  the  distributiou 
of  material  book  made  by  storekeepers. 

The  report  of  supplies  received  and  expenses  incurred 
should  be  accompanied  by  an  inventory  of  supplies  on  hand 
at  the  end  of  the  month. 


*  Form   36.   Appendix   D. 
t  If  not  made  by  the  foreman  of  the  yard,  they  should  be  sent  to  him 
to  enter  and  stamp,   and  should  be  charged  to  his  account. 
tForm  87,  Appendix  D. 


236  SAFEGUARDING  EXPENDITURES. 

A  general  time  book  should  be  kept  by  each  foreman  of 
the  force  he  employs;  it  must  be  closed  and  sent  forward  to 
the  proper  officer  on  the  first  day  of  the  month.  Before  send- 
ing it,  however,  the  foreman  should  enter  the  amount  on  his 
"report  of  supplies  received  and  expenses  incurred,"  as  al- 
ready directed. 

Material  required  in  repairs,  such  as  lumber,  nails,  hinges, 
etc.,  should,  so  far  as  possible,  be  ordered  of  storekeepers  at 
a  company's  shops;  tools  requiring  repairs  should  also  be  sent 
to  the  storekeeper,  accompanied  by  an  order  to  that  effect. 

All  repairs  at  stock  yards  should  be  made  by  a  com- 
pany's force,  as  in  other  cases,  so  far  as  practicable,  and  all 
material  needed  should  be  furnished  from  a  company's  sup- 
plies so  far  as  possible. 

An  invoice  should  be  sent  foremen  for  all  supplies  shipped 
them,  or  charges  made  against  them. 

Stock  Yard  Collections. — All  charges  due  a  company  for 
feed,  services  or  expenses,  should  be  collected  at  the  time  or 
provision  made  on  the  way-bill  for  collecting  elsewhere. 

Each  stock  yard  should  be  credited  at  headquarters  of  a 
company  with  all  collections  made  on  its  account  for  feed, 
care  and  other  purposes. 

A  record  book  should  be  kept  by  each  foreman  in  which* 
collections  made  by  him  should  be  entered,  giving  full  par- 
ticulars in  each  case.* 

Each  foreman  should  make  a  report  of  stock  yards 
charges  ;t  it  should  include  all  charges  of  every  name  and 
nature  (without  reference  to  who  makes  the  collection),  in- 
cluding those  for  feeding,  sale  of  pelts  and  carcasses,  and 
receipts  from  other  sources.  It  should  be  sent  to  the  general 
accounting  officer  on  the  first  day  of  the  month;  it  should 
show  date  of  charge,  whom  the  charge  was  against,  what  for, 
car  number,  quantity  (if  for  feed),  price  and  amount. 

All  collections  at  a  yard  mu^t  be  turned  over  to  the  station 
agent  on  the  day  they  are  collected;  or  if  this  is  not  con- 
venient other  arrangements  should  be  made.t 

INVENTORIES. 

A  yearly  inventory  of  all  a  company's  material  on  hand 
(not  in  use),  including  fuel  and  scrap,  is  required  to  be  made; 
it  is  of  the  utmost  importance. 

It  should  be  taken  as  of  the  last  day  of  the  fiscal  year. 
Preparation  should  be  made  for  it  in  advance,  so  that  it  may 


•  Form    38,    Appendix    D. 

t  Form   39,    Appendix   D. 

i  Amounts  received  or  collected  by  agents  on  account  of  stock 
yards  Bhould  be  entered  by  them  on  their  cash  book  and  remitted  with 
their  other  collections  for  the  day. 
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be  taken  with  celerity  and  accuracy.  Nothing  should  be  omit- 
ted. 

The  inventory  affords  the  basis  of  a  new  departure,  in  that 
the  amount  charged  on  the  general  books  to  the  respective 
storekeepers  is  made  to  harmonize  with  it.* 

An  important  purpose  intended  to  be' accomplished  by  the 
inventory  is  to  bring  the  whole  question  of  stores  on  hand 
under  the  immediate  eye  and  to  the  particular  attention  of 
every  storekeeper,  afresh. 

If  he  has  material  in  excess  of  his  needs,  or  possesses  arti- 
cles for  which  he  has  no  use,  the  fact  should  be  communicated 
forthwith  by  him  to  the  general  storekeeper. 

Storekeepers  should  not,  however,  wait  until  the  end  of 
the  year  to  do  this;  they  are  expected  to  keep  down  the 
amount  of  material  to  the  actual  requirements  of  business 
and  to  notify  the  general  storekeeper  promptly  in  the  event 
they  have  any  surplus  or  if  they  have  articles  on  hand  for 
which  there  is  not  likely  to  be  any  further  need. 

If  the  amount  of  the  inventory  differs  greatly  from  the 
amount  charged  to  a  storekeeper  on  the  general  books.  It 
indicates  a  lack  of  method  somewhere,  either  in  caring  for 
material  or  in  charging  it  when  disbursed.  He  is  culpable  in 
either  event;  he  should  exercise  such  method  In  his  business 
as  may  be  necessary  to  prevent  any  great  deficiency  or  sur- 
plus. 

It  is  not  possible  that  the  inventory  should  exactly  balance 
with  the  amount  charged  to  the  storekeeper,  on  account  of 
changes  In  prices  and  petty  differences  that  are  unavoidable 
in  disbursing  many  kinds  of  material,  but  as  these  changes 
and  differences  are  as  likely  to  be  one  way  as  another,  th>^ 
books  should  vary  but  little  in  consequence. 

Material  or  supplies  that  have  been  charged  to  an  account 
and  that  are  in  course  of  being  used,  or  that  are  awaiting 
use,  should  not  be  inventoried. 

The  inventory  should  be  based  on  prices  current  at  the 
time  it  is  taken.  When  the  prices  are  not  known  they  should 
be  obtained  from  the  general  storekeeper;  the  latter  will  ob- 
tain prices  from  the  purchasing  agent. 

Inventories  should  be  signed  by  storekeepers  and  sent  for- 
ward after  the  close  of  the  fiscal  year,  on  the  date  designated. 

Material  in  transit  at  the  time  of  taking  the  inventory, 
accompanied  by  invoices  bearing  prior  date,  should  be  em- 
braced in  the  inventory  of  the  receiving  storekeeper. 

But  as  all  material  invoiced  after  the  twenty-fifth  of  the 


*  Any  deficiency  or  surplus  is  charged  or  credited  at  headquarters 
as  the  case  requires,  among  the  expense  accounts  to  which  material  has 
been  debited  during  the  year  on  the  basis  of  the  amount  that  has  been 
charged  to  each. 
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month  between  storekeepers  is  embraced  as  of  the  subsequent 
month,  such  material  for  the  last  month  of  the  fiscal  year 
should  be  embodied  in  the  inventory  of  the  storekeeper  who 
forwards  it,  as  it  is  not  charged  to  the  receiving  storekeeper 
upon  the  general  books  of  the  company  until  the  next  year. 

Material  forwarded  after  having  been  inventoried  should 
be  invoiced  as  of  subsequent  date. 

Material  embraced  in  the  inventory,  when  disbursed  should 
be  charged  at  the  price  inventoried. 

Material  or  scrap  charged  in  the  books  against  a  particular 
storekeeper  should  not  be  taken  up  in  the  inventory  of  any 
other  storekeeper;  in  the  event  the  storekeeper  who  should 
make  return  of  it  is  likely  to  omit  it  from  his  inventory,  the 
storekeeper  cognizant  of  the  fact  should  notify  him  of  it 

In  taking  an  inventory  the  work  should  commence  at  an 
initial  point  and  be  followed  up  In  due  order,  taking  all 
classes  of  material  as  they  come. 

The  description  of  each  article  or  class  of  articles  entered 
on  the  inventory  should  be  full  and  comprehensive;  the  price 
should  also  be  stated. 

Any  exceptional  circumstances  in  connection  with  an  arti- 
cle or  class  of  material,  such  as  that  it  is  in  bad  order,  not 
needed,  or  has  ceased  to  be  usable,  should  be  noted  conspicu- 
ously on  the  inventory. 

In  case  it  is  impossible  to  ascertain  the  actual  weight  or 
quantity  of  any  kind  of  material  or  scrap,  a  careful  estimate 
of  the  same  may  be  made;  the  fact  that  the  weight  or  quan- 
tity is  estimated  should,  however,  be  noted  on  the  inventory. 

Inventorying. — Five  days  before  the  close  of  the  fiscal  year, 
if  necessary,  clerks  and  foremen  at  storehouses  should  be 
assigned  sections  of  the  storehouse,  of  which,  with  requisite 
assistance,  they  are  expected  to  make  an  inventory.  Each 
should  be  provided  with  scales  (if  neeaed)  and  a  book,  where- 
in  the  particulars  of  material  on  hand,  as  it  is  counted,  may 
be  jotted  down.  At  the  close  of  the  day,  and  before  going 
home,  the  entries  on  this  book  should  be  so  arranged  that 
they  can  be  drawn  therefrom  onto  the  inventory  blanks. 

Material  in  course  of  manufacture,  scattered  about  the 
shops,  yards  and  elsewhere,  should  be  inventoried  and  entered 
under  that  head.  The  value  of  such  material  should  be  the 
amount  of  the  outlay  made  on  account  of  same  up  to  the  time 
specified,  less  any  credits  which  may  have  accrued  therefrom. 

Storekeepers  should  obtain  from  the  heads  of  their  re- 
spective shops  such  assistance  as  they  may  require  to  enable 
them  to  take  the  inventory  promptly  and  accurately. 

As  fast  as  inventoried  each  article  or  class  of  material 
should  be  marked  distinctively  to  show  that  it  has  been 
taken  into  account;  this  will  prevent  its  being  counted  twice 
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and  will  lessen  the  embarrassment  attending  the  disburse- 
ment of  material  during  the  time  the  inventory  is  being  taken. 

Track  Inventory. — ^An  inventory  should  be  taken  of  track 
material  on  hand,  in  the  middle  of  each  fiscal  year  as  well  as 
at  the  end  thereof. 

It  should  not  include  any  track  material  or  topis  actually 
in  use. 

Old  tools  and  other  property  not  in  use  having  a  market- 
able value  should  be  embraced  under  the  head  of  scrap. 

The  track  inventory  should  include  all  rails,  ties,  iron,  lum- 
ber, posts  and  other  material  belonging  to  a  company  on  the 
line  of  the  various  divisions  charged  to  the  storekeeper  mak- 
ing the  inventory,  no  matter  whether  such  material  is  to  be 
used  on  the  division  where  stored  or  is  to  be  shipped  else- 
where. 

Track  material  at  rail  mills  or  en  route  thereto  should  be 
included  in  the  inventory  of  the  storekeeper  in  whose  account 
such  material  is  charged. 

Articles  should  be  enumerated  separately  in  the  track  in- 
ventory, giving  the  quantity  or  weight,  price  and  value  of 
each. 

The  inventory  of  track  material  is  not  only  intended  to 
embrace  that  scattered  along  the  line  chargeable  to  the  store- 
keeper thereof,  but  it  should  embrace  all  material  charged  to 
his  account^  no  matter  where  located.  Track  material  at 
shops  in  charge  of  storekeepers  thereat  should  only  be  inven- 
toried at  the  close  of  the  year  and  should  be  embraced  in  the 
regular  inventory  for  such  storehouse. 

Upon  the  completion  of  the  half-yearly  and  yearly  track 
inventory,  a  balance  sheet  should  be  made  by  the  storekeeper 
in  charge.  In  it  the  storekeeper  should  charge  himself  with 
the  gross  amount  of  the  last  inventory,  also  with  such  ma- 
terial as  he  may  have  received  since,  including  scrap  that  has 
accumulated.  Upon  the  other  side  of  the  account  he  should 
take  credit  for  material  that  has  been  used,  shipped  away  or 
sold.  The  difference  between  these  represents  the  balance  to 
his  debit.  If  the  balance  harmonizes  with  the  inventory  that 
has  Just  been  taken  no  further  action  is  required;  but  if  it 
differs  in  any  way,  the  storekeeper  should  make  special  en- 
tries on  the  material  distribution  book,  increasing  or  dimin- 
ishing the  amount  of  track  material  charged  in  the  month 
just  closed  by  the  amount  of  such  difference.  In  thus  adding 
to  or  deducting  from  the  charge  of  rails,  ties  or  miscellaneous 
track  material  (so  as  to  make  the  accounts  harmonize  with 
the  balance  on  hand),  the  differences  should  be  added  to  or 
deducted  from  the  account  particularly  affected,  namely,  re- 
newals of  rails,  renewals  of  ties,  or  repairs  of  roadway.  An 
explanation  of  the  differences  thus  adjusted  should  also  be 
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made  on  the  distribution  book,  showing  whether  caused  by 
changes  in  prices  or  otherwise. 

Oniy  the  aggregate  quantity  or  weight  of  each  article  of 
track  material,  with  the  price  and  value  thereof,  for  the  whole 
territory  under  the  storekeeper  need  be  embraced  in  the  in- 
ventory. TJie  storekeeper  should  balance  the  articles  ex- 
pended  and  on  hand  with  those  he  has  received;  thus,  the 
number  of  frogs  on  hand,  as  per  inventory,  should  be  the  bal- 
ance remaining  after  charging  the  number  brought  over  from 
the  previous  inventory,  with  all  additions  since  that  time, 
less  toe  number  used  and  shipped  away.  Other  articles  should 
be  treated  in  the  same  way. 

Statioi^eby  Inventory. — ^A  separate  inventory  should  be 
taken  for  stationery,  so  that  any  surplus  or  deficit  that  may 
arise  in  connection  with  this  kind  of  material  may  be  credited 
or  charged  to  the  specific  accounts  affected. 

Dining  Cab  Supplies. — ^A  separate  inventory  should  also  be 
taken  for  dining  car  supplies,  so  that  any  surplus  or  deficit 
that  may  arise  in  connection  with  this  kind  of  material  may 
in  like  manner  be  credited  or  charged  to  the  specific  accounts 
affected. 

An  inventory  should  be  taken  of  the  supplies  of  each  din- 
ing car  as  often  as  once  a  month. 

An  inventory  should,  moreover,  be  taken  of  the  linen  in 
each  dining  car  at  the  end  of  each  trip;  first  of  the  unsoiled 
articles,  afterwards  of  those  that  have  been  used;  the  latter 
should  be  turned  over  to  the  storekeeper  or  person  designated 
to  receive  It,  and  will  serve  at  once  as  an  inventory  and  a 
record  against  the  laundry. 

Closing  STOREnousEs. — An  inventory .  is  required  to  be 
taken  whenever  a  storehouse  or  construction  or  other  supply 
depot  is  closed. 

Stock  Yards  Inventory. — A  separate  inventory  should  be 
made  for  supplies  at  stock  yards,  so  that  this  particular  branch 
of  the  business  may  be  credited  with  any  surplus  or  debited 
with  any  deficiency  that  arises  in  connection  with  it. 

Fuel. — Separate  inventories  are  required  for  coal  and  wood 
respectively.* 

It  is  the  duty  of  the  general  storekeeper,  by  whom  the 
details  of  fuel  received,  on  hand,  and  disbursed  are  kept«  to 
take  charge  of  the  inventory  and  to  furnish  instructions, 
blanks,  etc.  The  inventory  should  be  taken  as  in  other 
cases,  and  should  give  in  detail  each  class  of  fuel,  its  price 


*  Fuel  at  shops  and  roundhouses  for  use  of  blacksmiths,  tinsmiths, 
boiler-makers  and  kindred  purposes,  is  intended  to  be  embraced  In 
the  inventory  of  material ;  the  inventory  of  fuel  is  intended  to  em- 
brace all  other  fuel.  All  the  inventories  of  the  company  are  finally 
consolidated  at  the  general  office  under  the  three  heads  into  which  the 
material  accounts  are  divided,  namely:  "Material,"  "Puel-Wood"  and 
**Fuel-Coal." 
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and  the  total  value  thereof.  This  report  should  be  forwarded 
on  the  date  required  after  the  close  of  the  fiscal  year. 

At  stations  where  fuel  is  delivered  to  locomotives  an  in- 
ventory should  be  taken  at  the  close  of  each  month. 

These  inventories  should  be  taken  by  the  agents  at  the 
stations  where  the  fuel  is  located,  but  at  certain  points,  to  be 
designated  by  the  general  storekeeper,  division  superintend- 
ents should  delegate  representatives  whose  business  it  is  to 
examine  into  the  facts  of  the  case  and  see  that  the  inventory 
Is  correct,  and  certify  thereto. 

The  same  rule  should  be  observed  in  regard  to  the  inven- 
tory for  fuel  that  is  required  in  other  instances,  namely,  that 
the  description  shall  be  accurate  and  such  as  to  enable  those 
in  charge  to  determine  the  quantity,  kind  and  condition. 

In  the  event  fuel  is  found  to  be  in  bad  order,  or  not  rela- 
tively up  to  the  standard,  a  separate  item  should  be  made  of  it 
in  the  inventory. 

As  soon  as  returns  have  been  received  of  fuel  on  hand, 
they  should  be  recapitulated  by  divisions,  showing  the 
amounts  on  hand  at  each  fuel  station  upon  the  road;  after- 
ward the  amount  on  hand  upon  the  whole  road.  The  whole 
should  be  certified  by  the  general  storekeeper  to  the  account- 
ing officer.  After  the  value  of  the  fuel  on  hand  has  been  thus 
ascertained,  the  amount  standing  to  the  debit  of  fuel  on  the 
general  books  will  be  made  to  harmonize  therewith  by  charg- 
ing or  crediting  (as  the  case  requires)  the  expense  accounts 
to  which  fuel  has  been  charged  during  the  year  on  the  basis 
that  the  amount  charged  to  each  bears  to  the  whole. 

[Note. — For  method  of  hand  I  lag  material  and  keeping  account  there- 
of proposed  by  the  standing  committee  on  disbursements  of  the  Asso- 
ciation of  American  Railway  Accounting  Officers  under  date  of  May  1, 
1892,  see  Appendix  A  hereto.  The  method  it  proposes  agrees  substan- 
tially with  the  foregoing,  which  I  introduced  first  in  1869.] 


CHAPTER  XXV. 

LABOR— PRACTICES  GOVERNING  THOSE  WHO  EMPLOY 
LABOR  OR  WHO  KEEP  THE  TIME  OP,  OB  AC- 
COUNT FOR,  TliE  LABOR  OF  EMPLOYES. 

Before  taking  up  specific  regulations  necessary  In  handling 
the  labor  of  a  great  corporation,  it  will  be  well  to  inquire, 
briefly,  into  the  theory  of  the  subject.  By  such  a  course  we 
will  be  able  to  understand  the  subject  better  and  better  fit 
ourselves  to  judge  of  it  in  detail.* 

The  amount  that  a  railroad  expends  for  labor  Is  so  great 
that  the  rendering  of  accurate  returns  in  connection  there- 
with, including  the  making  of  true  and  faithful  pay  rolls, 
is  a  matter  of  the  utmost  importance. 

Wherever  men  are  engaged,  whether  at  shops,  roundhouses, 
yards,  warehouses,  storehouses,  depots  of  supply,  upon  the 
track,  at  stations,  upon  trains,  or  at  any  other  place,  intelli- 
gent provision  must  be  made  for  keeping  accurate,  account  of 
the  time  they  work,  whether  the  work  is  done  by  the  hour, 
day,  month  or  piece.  Otherwise  It  cannot  but  follow  that  in- 
justice will  result,  either  to  the  employe  or  to  the  company. 

It  must  be  remembered,  moreover,  in  this  connection^  that 
any  neglect  to  keep  the  time  of  men  clearly  and  accurately 
involves  something  far  beyond  the  amount  a  company  may 
lose  through  particular  errors  or  omissions.  It  means  the 
demoralization  of  the  force;  it  means  dissatisfaction  with  a 
company,  if  an  employe  loses  through  negligent  methods;  it 
means  the  building  up  of  an  improper  spirit  if  he  gains  some- 
thing that  does  not  belong  to  him. 

In  order  to  keep  the  time  of  men  accurately,  the  clerical 
labor  connected  therewith  should  be  performed  by  a  person 
on  the  ground,  who  notes  the  time  worked  from  day  to  day 
as  it  occurs.  Afterward  these  details  are  consolidated  and  the 
wages  computed.  Whoever  keeps  the  time  is,  generally  speak- 
ing, the  most  fit  person  to  make  the  pay  roll.  Practices, 
however,  will  not  be  uniform  in  this  regard. 

Those  who  have  charge  of  labor  accounts,  including  those 

•  The  nttention  of  the  reader  Is  respectfully  called  to  what  U  satd 
in  the  chapter  devoted  to  the  general  rules  governing  the  care  of  ma- 
terial and  the  accounting  connected  therewith.  Its  perusal  will  aid  to 
a  better  understanding  of  the  chapter  on  Labor  accounts. 
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who  keep  the  time  of  employes,  by  performing  their  duty 
faithfully,  may  protect  a  company's  interest  in  various  ways: 
first,  by  preventing  the  introduction  or  growth  of  irregular 
or  improper  practices;  second,  by  affording  the  management 
accurate  Information  of  the  extent  and  purpose  of  expendi- 
tures for  labor,  and  the  measure  of  economy  that  has  charac- 
terized such  expenditures. 

The  number  of  employes,  the  diversity  of  work  in  which 
they  are  engaged,  and  the  extent  of  territory  over  which 
they  are  scattered,  render  the  duty  of  keeping  their  time  a 
work  of  extreme  difficulty,  requiring  the  exercise  of  skill, 
fidelity  and  patience.  The  same  causes  render  it  difficult  to 
obtain  an  authentic  distribution  of  labor,  i.  e.,  an  account  of 
the  thing  upon  which  the  labor  is  expended. 

To  attain  these  important  and  necessary  objects,  various 
devices,  blanks,  books  and  accounts  are  provided:  first,  for 
taking  the  time;  second,  for  .computing  the  same  in  dollars 
and  cents,  and  third,  for  rendering  an  accurate  and  classified 
return  thereof. 

Methods  for  keeping  the  time  of  employes  should  be 
especially  designed  to  secure  them  justice;  to  insure  their 
being  paid  all  they  earn;  to  prevent  their  losing,  either  pur- 
posely or  otherwise,  a  moment  that  they  have  worked.  At 
the  same  time  methods  should  be  such  as  to  protect  the  com- 
pany against  laxity  or  unfair  advantage.  In  order  to  secure 
this  double  purpose,  it  is  essential  that  the  time  men  work 
should  be  kept  with  the  utmost  punctuality,  and  should  be 
governed  by  arbitrary  rules;  that  timekeepers  should  know 
exactly  their  duties  and  should  perform  them  intelligently 
and  without  hindrance  from  anyone.  In  this  way  a  com- 
pany will  know  every  person  who  works  for  It,  how  long  he 
works,  the  rate  he  receives,  the  amount  due  him,  and  upon 
what  he  works,  while  the  employe  will  receive  the  utmost 
farthing  that  is  his  due. 

The  securing  of  these  objects  requires  watchfulness,  fidel- 
ity, experience  and  accuracy. 

In  reference  to  time  worked,  the  employe,  being  personally 
on  the  ground,  looks  out  for  himself.  The  company,  on  the 
other  hand,  is  compelled  to  look  to  the  timekeeper  and  the 
officials  in  charge  to  protect  its  interests.  Their  responsibili- 
ties, therefore,  call  for  indefatigable  watchfulness  and  the  ex- 
ercise of  skill  and  integrity  of  purpose. 

Those  who  have  charge  of  the  time  of  emi;Jloyes  should 
make  prompt  and  full  returns  thereof.  At  the  same  time 
they  must  be  upheld  in  the  exercise  of  the  prerogatives  of 
their  office.  The  office  must  not  be  made  an  appendage  to 
something  greater  or  entirely  foreign  to  it.  Its  occupant 
must  be  especially  skilled  in  his  duty,  and  must  be  able  to  go 
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ahead  untrammeled  in  the  performance  of  it;  everyone  should 
co-operate  with  him  therein  in  every  proper  and  reasonable 
way.  Any  attempt  to  evade  or  obstruct  his  work  cannot  be 
too  severely  censured.  But  while  this  respect  and  co-opera- 
tion must  be  extended  to  him  by  officials  and  others,  it  is  the 
duty  of  those  responsible  for  the  employment  of  labor  to  see, 
by  inspection  and  otherwise,  that  every  timekeeper  performs 
his  work  promptly,  accurately  and  faithfully;  that  he  en- 
forces every  proper  safeguard  necessary  to  insure  the  keep- 
ing of  the  time  correctly,  and  the  rendering  of  true  returns 
therefor;  that  he  is  scrupulous  to  see  that  the  instructions 
of  a  company  are  complied  with;  that  the  rate  of  wages  al- 
lowed by  him  is  such  as  has  been  agreed  upon;  that  the  time 
allowed  is  in  accordance  with  the  facts,  so  far  as  correct 
methods  of  accounting  can  secure  this;  that  while  observing 
the  instructions  and  interests  of  a  company  he  is  careful  not 
to  take  advantage  of  his  office  to  do  injustice  to  any  em- 
ploye, either  personally  or  otherwise.  In  this  last  named 
respect  the  timekeeper  should  keep  constantly  in  mind  that 
the  interests  of  the  employe  and  the  company  are  identical^ 
that  one  cannot  be  harmed  without  injury  to  the  other,  and 
that  there  is  not,  and  cannot  be,  any  real  antagonism  between 
them. 

In  order  so  far  as  possible  to  insure  accuracy  and  con- 
currence of  knowledge,  pay  accounts  should  be  certified  to  by 
all  who  are  personally  conversant  with  the  facts  they  recount. 
And  It  should  be  remembered,  in  this  connection,  that  the 
certification  of  two  or  more  disinterested  persons,  conversant 
with  the  facts,  is  a  higher  evidence  of  the  correctness  of  a 
pay  roll  than  the  certification  of  any  number  of  people  who 
have  only  a  general  knowledge  of  the  matter  they  subscribe 
to.  It  is  impossible  that  the  higher  officials  of  a  company, 
especially  those  having  general^  supervision  of  its  affairs, 
should  know  the  particulars  of  the  pay  roll  from  month  to 
month.  But  the  foremen  and  timekeepers  know  these  details; 
the  latter  the  name  of  each  man  and  the  number  of  hours 
he  has  worked;  the  former  whether  the  men  whose  names  as 
entered  really  worked  for  the  company  or  not,  the  rate  they 
should  receive  and,  generally,  how  long  they  worked.  The 
foreman,  therefore,  as  well  as  the  timekeeper,  should  certify 
to  the  correctness  of  the  returns  for  the  forces  under  hlni. 
His  doing  so  will  reduce  to  the  minimum  the  likelihood  of 
improper  practices  or  errors. 

The  principle  to  be  observed  in  rendering  accounts  of  labor 
is  the  same  as  that  observed  in  other  financial  transactions  of 
a  corporation.  Each  account  should  be  certified  to  by  at  least 
two  independent  persons  in  order  to  establish  its  validity. 
Thus,  the  certification  of  an  agent  or  foreman  will  substanti- 
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ate  the  return  of  a  timekeeper.  This  rule  of  verification  should 
be  carried  to  its  utmost  limit.  After  tne  local  oLicials  have 
certified  to  the  returns,  the  returns  should  pass  on  to  the 
higher  omcial  in  general  charge  of  the  work.  He .  may  not 
know  all  the  details,  but  he  is  familiar  with  the  general  cir- 
cumstances of  the  case,  and  whether  the  time  returned  has 
been  authorized;  also  the  objects  upon  which  it  has  been  ex- 
pended. His  certification,  therefore,  will  be  specific  assur- 
ance that  the  returns  are  authorized,  and  are  generally  faith- 
ful and  accurate.  From  this  official  the  returns  will  pass  on 
in  due  sequence  to  the  next  higher  official,  and  so  forward 
until  they  reach  the  officer  whose  duty  it  is  to  approve  for 
payment. 

The  Immediate  duty  of  keeping  the  time  and  wages  of  em- 
ployes, and  the  distribution  thereof,  should  be  intrusted  to 
persons  especially  delegated  to  perform  the  duty.  Where  the 
amount  of  work  at  any  particular  point  Justifies  it,  a  time- 
keeper should  be  designated,  whose  especial  duty  it  should  be 
to  look  after  this  branch  of  the  service. 

At  shops  and  storehouses  this  official  may  also  be  in- 
trusted with  the  duty  of  receiving,  inspecting,  caring  for  and 
distributing  material.  This  aggregation  of  work  will  permit 
of  greater  economy  than  would  otherwise  be  possible.  For 
convenience  I  designate  him  a  "storekeeper."  When,  therer 
fore,  reference  Is  made  herein  to  a  timekeeper,  it  will  be  un- 
derstood to  mean  the  employe  in  question. 

In  many  cases  the  clerical  work  is  so  great  that  it  necessi- 
tates the  employment  of  clerks  to  take  the  time  of  employes 
and  otherwise  to  assist.  When  this  is  so,  their  certification  to 
the  accounts  should  also  be  attached,  as  well  as  that  of  the 
storekeeper  in  charge;  but  they  should  be  subordinate  to  and 
act  under  the  direction  of  the  latter. 

At  stations,  the  duty  of  keeping  account  of  the  time  and 
rendering  returns  therefor  is  generally  intrusted  to  the  agent. 

For  employes  engaged  on  the  line,  erecting  bridges,  build- 
ings and  fences,  repairing  the  track,  or  otherwise  employed, 
the  foreman  in  charge  should  render  account  of  the  time  and 
certify  thereto. 

Conductors  should  keep  account  of  the  time  of  train  forces 
and  render  returns  thereof. 

At  isolated  points  or  places  of  the  road,  the  official  or 
person  immediately  in  charge  is  necessarily  held  responsible 
for  accurate  returns  of  time  worked  and  wages  due  therefor; 
returns  are  rendered  by  him. 

The  duty  of  keeping  the  account  of  time  worked  and  ren- 
dering returns  thereof  should,  in  every  case,  devolve  on  an 
official  on  the  ground,  conversant  with  the  facts.  It  should 
be  his  duty  to  enforce  the  rules  and  regulations  governing 
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such  matters.  In  the  event  they  are  inadequate  in  any  respect 
he  should  supplement  them  by  needed  regulations.* 

In  some  cases  the  pay  roll  is  made  at  the  headquarters  of 
a  company;  in  others  by  local  officials,  who  keep  the  time  and 
are  conversant  with  its  details.  The  latter  plan  is  for  som^ 
reasons  to  be  commended,  as  it  affords  those  who  are  respon- 
sible for  the  employment  of  labor  opportunity  to  retain  the 
accounts  in  their  offices  longer  than  they  otherwise  would  for 
examination,  at  a  time  when  the  information  is  of  the  great- 
est value  to  a  company. 

The  possession  of  the  pay  roll  by  local  officials  also  en- 
ables them  to  certify  to  its  correctness  upon  its  face,  thu;3 
giving  it  an  additional  stamp  of  authenticity. 

Not  only  is  it  well  to  require  the  pay  roll  to  be  made  by 
local  officials,  but  it  should  pass,  in  due  sequence,  on  its  way 
to  the  paymaster,  through  the  hands  of  all  who  are  In  any 
way  concerned  in  it. 

Not  only  this,  but  the  details  (distribution)  of  each  man's 
time  should  also  pass  through  the  hands  of  the  local  officials. 
In  this  way  every  person  having  anything  to  do  with  the 
roll,  or  who  is  in  any  way  responsible  for  it,  will  be  afforded 
the  benefit  of  all  the  information  it  contains  promptly,  ac- 
curately  and  concisely.  This  information  is  of  the  greatest 
value  to  officers,  and  greatly  heightens  their  usefulness. 

All  returns  connected  -  with  the  disbursement-  of  labor 
should,  so  far  as  practicable,  pass  from  the  person  who  com- 
piles them,  through  the  offices  of  the  various  officials  respon- 
sible for  the  employment  of  labor,  to  the  officer  designated 
to  finally  receive  and  store  them  at  headquarters.  In  this 
way  the  expense  of  an  embryo  accounting  department  in  each 
official's  office  is  avoided,  as  they  may  severally  make  such 
record  of  the  returns  passing  through  their  hands  as  is  needed 
for  use  and  reference.  In  the  event  they  wish  the  details  of 
an  account  at  any  time,  it  is  to  be  found  in  the  office  where 
the  returns  were  first  compiled  or  in  the  department  where 
finally  lodged. 

In  the  absence,  therefore,  of  instructions  to  the  contrary, 
the  pay  roll  should,  in  every  case,  be  made  in  the  office 
where  the  time  book  is  kept;  or,  in  the  event  the  pay  roll  is 
made  by  consolidating  two  or  more  time  books,  then  in  the 
office  where  such  consolidation  occurs. 

Still  other  benefits  are  secured  by  requiring  the  pay  roll 
to  be  made  where  the  labor  is  performed  by  those  who  keep 
the  time,  viz.:  it  insures  the  work  being  done  by  competent 
persons,  familiar  with  the  facts  and  having  all  the  sources  of 
information  at  hand  for  use  or  reference;  it  affords,  as  already 
suggested,  the  officials  immediately  responsible  for  the  work 

*  Of  wbich  due  notice  should  be  sent  to  the  proper  officer. 


LABOR  ACCOUNTS.  247 

more  time  to  inspect  the  accounts  than  would  otherwise  be 
possible;  moreover,  the  roll  being  made  at  the  initial  point, 
follows,  in  due  sequence,  the  route  of  procedure  and  respon- 
sibility on  its  way  to  the  paymaster.  Thus,  every  safeguard 
possible  is  made  use  of  to  secure  clerical  accuracy,  while  af- 
fording the  officials  interested  in  the  labor  accounts  the  best 
opportunity  possible  to  inspect  them.* 

Each  shop  roll  should  be  made  by  the  timekeeper  thereof, 
and  should  include  all  subsidiary  forces  that  come  within  his 
cognizance.  The  pay  roll  for  the  station  force,  track  force, 
bridge  and  building  force,  and  other  distinct  departments  of 
labor,  or  isolated  gangs,  should  be  made  by  the  official  im- 
mediately responsible^  therefor,  to  whom  the  time  books 
are  sent  by  those  who  compile  them. 

This  division  of  labor,  while  in  all  respects  the  most  eco- 
nomical that  can  be  devised,  affords  operating  officers  an 
opportunity  to  acquaint  themselves  with  the  labor  accounts 
of  their  several  departments.  But  their  examinations  should 
be  carried  forward  with  celerity,  so  as  not  to  delay  auditing 
the  accounts  or  the  payment  of  the  roll.  No  one  into  whose 
hands  a  roll  passes  should  retain  possession  of  it  beyond  a 
specified  time — say  six  hours.t 

In  keeping  account  of  the  time  and  wages  of  men  and  the 
distribution  thereof,  it  is  apparent  that  the  forms  and  de- 
vices used  must  adapt  themselves  to  the  peculiar  circum- 
stances of  the  case,  to  the  number  of  men,  the  place  where 
employed,  the  kind  of  work,  and  the  facilities  for  keeping 
accounts.  The  elaborate  devices  that  are  necessary  at  a  great 
shop  or  other  spot  where  an  army  of  men  is  employed  are 
not  necessary  where  only  a  small  force  is  engaged.  In  one 
case  a  timekeeper  is  required  to  keep  the  accounts;  in  the 
other  the  keeping  of  the  time  Is  a  mere  incident.  The  forms 
used  must  also  be  adapted  to  the  nature  of  the  work;  thus, 
at  shops  and  elsewhere  where  machinists  and  carpenters  are 
engaged,  the  multiplicity  of  things  upon  which  they  work 
requires  the  use  of  more  comprehensive  forms  to  distribute 


*  Many  roads  make  their  rolls  at  headquarters.  The  practice  has 
many  things  to  commend  It.  Who  shall  say  definitely  it  Is  not  the 
best? 

t  In  reference  to  the  plan  of  making  the  pay  roll  where  the  time 
Is  kept :  There  can  be  no  objection,  it  is  apparent,  to  making  it  at  the 
general  office,  except  the  more  limited  facility  such  practice  affords 
operating  officers  to  familiarize  themselves  with  its  details,  and  the 
additional  expense  that  such  concentration  of  work  in  one  office,  at  a 
particular  time  in  the  month,  would  possibly  involve.  By  apportioning 
the  duty  among  many  offices,  the  work  Is  not  believed  to  be  felt  mate- 
rially, and  may  be  pursued  leisurely  and  with  due  reference  to  the  me- 
chanical und  critical  skill  required  in  its  performance.  Moreover,  the 
roll  Itself,  passing  afterward  under  the  eye  and  receiving  the  certifica- 
tion of  those  familiar  with  it,  must  receive  more  general  and  careful 
scrutiny   than   would   be   possible  under   circumstances   less   favorable. 
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the  labor  under  proper  heads  than  at  stations,  yards,  ware- 
houses and  water  tanks,  where  the  wages  are  in  the  main 
charged  wholly  to  a  particular  account.  In  providing  a  form 
its  particular  use  has,  therefore,  always  to  be  considered. 
This  is  especially  noticeable  in  connection  with  the  time 
books  used  by  track  and  building  gangs;  the  facilities  they 
enjoy  for  performing  clerical  work  are  very  meager  at  best; 
the  blanks  they  use,  therefore,  must  be  such  as  are  easily 
handled  and  easily  understood.  Matters  of  this  nature  require 
always  to  be  remembered  and  observed,  as  any  neglect  to  do  so 
will  occasion  unnecessary  outlay,  and  will  greatly  harass 
those  who  have  the  work  to  perform,  and  prevent  its  being 
conducted  ^ith  efficiency. 

Such  is,  briefly,  a  hurried  outline  of  labor  accounts.  Let 
us  now  take  up  the  subject  in  detail. 

Manner  of  Taking  Time. — In  order  to  secure  accuracy  in 
the  keeping  of  time  of  employes  and  to  prevent  errors  and 
omissions,  the  following  specific  rules  should  be  observed. 

When  the  time  of  a  large  number  of  men  is  to  be  taken^ 
a  check  room  should  be  arranged  for  use  by  the  timekeeper. 

In  order  to  facilitate  the  distribution  of  checks,  and  for 
other  purposes,  a  check  board  should  be  prepared  for  use  of 
the  timekeeper.  This  checkboard  should  be  divided  into 
squares,  each  square  being  numbered,  commencing  with  No.  1; 
on  these  squares  should  be  hung  metal  checks,  corresponding 
with  them  in  number;  checks  not  in  use  should  be  turned 
face  down  on  the  board.* 

In  order  to  prevent  confusion  or  possible  loss,  arrange- 
ments should  be  made  for  locking  the  check  rooms  and  for 
preventing  access  to  them  by  unauthorized  persons. 

The  person  whose  duty  it  is  to  check  the  men  in  should 
be  in  his  place  fifteen  minutes  before  the  commencement  of 
work. 

At  shops  and  other  places  where  a  large  number  of  men 
are  employed,  they  should  be  checked  in  before  going  to  work 
in  the  morning  and  again  in  the  afternoon. 

Each  man  should  be  designated  by  a  number. 

Separate  checks  should  be  prepared,  those  for  the  fore- 
noon being  marked  "A.  M.,"  and  those  for  the  afternoon 
"P.  M." 

Checks  should  not  be  given  to  one  person  to  be  delivered 
to  another,  but  should  be  given  only  to  those  to  whom  they 
belong,  and  only  when  the  person  presents  himself  before  the 
timekeeper  at  the  check  room. 


*  Checkboards  with  checks  should  be  supplied  upon  application  to  the 
proper  officer,  stating  the  number  of  checks  required  and  the  shape  of 
the  boaYd  that  will  be  the  most  convenient. 
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Checks  should  not  be  distributed  after  the  time  for  com- 
mencing work,  as  indicated  by  the  blowing  of  the  whistle 
or  otherwise. 

As  many  check  rooms  should  be  prepared  as  the  exigencies 
of  the  service  require. 

When  a  man  goes  to  work  he  should  pass  before  the  win- 
dow of  the  check  room,  when  he  will  be  given  the  check  cor- 
responding to  his  number.  The  numbers  of  the  checks  -not 
called  for  will  thus  represent  the  men  who  have  not  gone  to 
work.   A  list  of  these  should  be  made.* 

The  list  should  be  given  to  the  person  whose  duty  it  is  to 
check  out  the  employes,  so  he  may  know  what  men  failed  to 
check  in  and  make  a  record  of  same  on  general  time  book 
before  starting  to  check  out. 

The  timekeeper  should  check  out  the  men  as  near  the  last 
hour  of  the  forenoon  and  afternoon  of  the  working  day  as 
the  number  of  the  men  will  permit. 

As  the  timekeeper  visits  each  man  he  should  take  up  th«^ 
check  given  him  at  the  commencement  of  work  and  make 
check  mark  or  other  evidence  on  the  general  time  book  that 
the  check  has  been  collected. 

Those  who  have  no  checks  should  be  allowed  only  such 
time  as  may  be  certified  to  the  timekeeper  for  them  by  the 
foreman  or  official  in  charge. t 

Only  those  who  actually  deliver  checks  or  slips  and  who 
appear  in  person  before  the  timekeeper,  should  be  allowed 
time. 

In  the  event  an  employe  should  absent  himself  between  the 
time  of  commencing  work  and  the  time  for  quitting,  the  offi- 
cial in  charge  should  notify  the  timekeeper  of  the  particulars 
in  writing,  so  the  necessary  deduction  may  be  made.l 

In  the  event  a  check  is  lost,  the  person  who  loses  it  should 
be  required  to  pay  the  cost  of  replacement. 

The  foregoing  method  of  taking  time  is  particularly 
adapted  to  shops,  large  stations  and  other  places  where  a 
number  of  men  are  employed;  it  should  be  enforced  at  all 
Buch  places.  § 


•  Form  48.  Appendix  D. 

t  Such  time  should  be  reported  in  writing  (Form  49,  Appendix  D). 

X  Form  50,  Appendix  D. 

fi  The  key  to  the  check  system.  It  is  apparent,  restR  upon  the  delivery 
"by  the  employe  of  the  check  when  checking  out.  It  is  only  then  that 
record  is  made  on  the  time  book  and  the  employe  credited  with  his 
time;  the  possession  of  the  check  Is  evidence  that  he  was  present  when 
work  commenced.  The  delivery  of  the  check  (and  the  fact  that  he  is 
present  and  at  work  when  checking  out)  Is  the  evidence  upon  which  the 
timekeeper  bases  his  record.  In  the  event  a  check  should  be  secured 
Improperly,  It  would  be  of  no  use.  and  its  value,  even  if  full  credit 
for  It  were  secured,  would  be  inflnltesimal  only;  but  as  the  checks  are 
kept  securely  locked,  and  are  delivered  only  to  the  owners  (a  record 
being  kept  of  those  not  called  for),  improper  possession  of  them  is  ren- 
dered impossible. 
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At  small  shops,  stations  and  other  places  where  only  a  few 
men  are  employed,  a  simpler  plan  may  be  followed  for  taking 
time. 

But  the  rules  embodied  in  the  foregoing  In  reference  to 
special  reports  by  foremen,  and  other  matters  germane  to  the 
keeping  of  the  time  of  employes  correctly,  should  be  carefully 
observed  everywhere. 

Instead  of  using  checks  and  checkboards  at  places  where 
only  a  few  men  are  employed,  the  timekeeper  should  station 
himself  at  a  convenient  place  for  the  men  to  pass  before  him» 
before  commencing  work.    All  employes  should  so  report. 

As  the  men  appear  in  the  morning,  he  should  make  a  check 
mark  under  the  proper  date  in  the  time  book  on  the  line 
opposite  their  names.  This  should  be  repeated  again  in  the 
afternoon. 

The  foregoing  rules  in  regard  to  the  timekeeper  checking 
out  each  employe  before  the  close  of  work  in  the  morning 
and  afternoon  should  be  observed  at  the  small  places  the  same 
as  where  the  metal  check  system  is  used. 

Provision  should  be  made  everywhere  for  keeping  accurate 
account  of  overtime  and  of  work  performed  at  night,  Sun- 
days, holidays  and  at  other  times  when  the  timekeeper  is 
absent;  the  account  in  such  cases  should  be  kept  by  the  fore- 
man or  other  person  designated  by  the  timekeeper  and  under 
Instructions  from  him;  a  report  of  the  time  thus  kept  should 
be  rendered  daily.  This  statement  should  give  the  name  of 
the  person,  the  number  of  hours  worked,  how  engaged  and 
such  other  particulars  as  the  timekeeper  may  require.* 

For  the  purpose  of  verifying  the  time  books,  a  record  of 
the  working  hours  an  employe  Is  absent  should  be  kept.  This 
will  be  called  an  "absent  time"  record.  It  should  be  written 
up  daily  from  the  "late  slips,"  ''absent  sheets"  and  "quit 
work"  reports.  At  the  end  of  the  month  the  hours  each  em- 
ploye is  absent  should  be  footed  and  deducted  from  the  total 
number  of  working  hours  in  the  month;  to  this  should  be 
added  any  overtime  the  employe  has  made.  The  time  thus 
arrived  at  should  agree  with  the  amount  allowed  the  em- 
ploye. This  record  book  should  be  kept  by  some  one  other 
than  the  timekeeper. 

So  far  as  possible,  the  time  book  returned  by  station 
agents  should  embody  the  whole  force  employed  at  stations 
In  the  same  department  of  the  service,  including  agents, 
clerks,  baggagemen,  foremen,  laborers,  yardmen  and  switch- 
men; also  men  engaged  in  fuel  sheds,  and  at  water  stations. 
Time  books  should,  however,  be  returned  for  the  forces  en- 
tered on  different  rolls,  respectively.  In  other  words,  men 
who  appear  on  different  pay  rolls  should  not  be  grouped  to- 
gether on  the  same  time  book. 


•  Form  51,  Appendix  D. 
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TiMEKEEPINO    IN    CONNECTION    WITH    CONSTRUCTION    WOBK. — 

For  use  ia  keeping  the  time  of  gangs  of  men  employed  on 
construction  work,  a  set  of  buttons  numbered  consecutively 
should  be  furnished  each  month,  upon  requisition  of  the  time- 
keeper. These  buttons  should  be  worn  by  employes  in  such  a 
position  that  they  can  easily  be  seen  by  the  time  clerk  while 
making  his  rounds. 

In  addition  to  being  numbered,  these  buttons  should  also 
bear  a  serial  letter  which  will  indicate  the  name  or  location  of 
the  work  upon  which  the  men  are  employed:  thus,  the  series 
of  buttons  lettered  "A"  may  be  used  to  indicate  work  at  one 
I>oint;  those  lettered  *'B,"  work  at  another  point,  and  so  on. 

In  order  to  avoid  duplications,  the  name  of  the  manufac- 
turer of  the  buttons  should  be  printed  on  the  back.  The  man- 
ufacturer should  also  contract  to  make  no  duplicates  of  any 
buttons  furnished  by  him. 

The  color  of  the  buttons  should  be  uniform  for  each  month, 
but  should  be  changed  from  month  to  month  so  as  to  avoid 
danger  of  crediting*  time  to  the  wrong  employe,  since  it  would 
be  impracticable  to  assign  the  same  numbers  to  particular 
employes  each  month,  owing  to  the  continual  changes  taking 
place  in  gangs  of  laborers  ot  this  class. 

A  record  should  be  kept  of  the  color  of  the  buttons  used 
each  month.  When  the  buttons  are  received  from  the  men 
(at  the  time  they  are  paid),  they  should  be  arranged  in  nu- 
merical order,  and  a  record  kept  of  any  numbers  which  may 
be  missing.  They  should  be  kept  In  a  secure  place,  no  one 
being  allowed  access  to  them  but  the  timekeeper.  After  a 
suitable  time  has  elapsed,  they  may  be  used  again,  care  being 
taken  to  sea  that  a  proper  record  Is  made  in  the  time-book  of 
missing  numbers.  (If  any). 

Each  employe  should  be  given  one  of  these  buttons  on  the 
first  of  each  month,  or  when  he  commences  work,  and  he 
should  retain  same  until  he  receives  his  pay,  when  it  must  be 
surrendered  In  exchange  for  his  pay-check,  time-ticket,  or 
other  medium  of  payment,  thus  serving  in  a  measure  to  iden- 
tify the  employe. 

Each  employe  upon  being  hired  and  set  to  work  should  be 
given  a  certificate  by  the  foreman,  stating  his  name,  and  the 
date  and  hour  when  he  commenced  work.* 

This  slip  should  be  handed  by  the  employe  to  the  time- 
clerk,  who  should  give  him  In  exchange  therefor  a  button,  the 
number  of  which  must  be  entered  opposite  the  employe's 
name  on  the  time-book. 

On  the  tlme-clerk*s  first  check  of  the  employes  each  month 
thereafter,  new  buttons  should  be  given  to  the  old  employes, 
and  the  proper  record  thereof  made  in  the  time-book.  Such 
employes  should  be  instru'^ted  to  keep  their  previous  month's 
buttons  until  they  receive  their  pay  fryr  that  month. 

•  For  a  49,    A.ppeii<11z  D. 
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When  the  number  of  employes  or  extent  of  the  work  is 
suflicient  to  require  more  than  one  clerk  in  checking  the  men 
at  work,  the  territory  should  be  divided  into  sections.  Pro- 
vision should  be  made  for  these  different  sections  to  be 
checked  by  each  time  clerk,  in  rotation. 

The  time  clerks  should  check  the  employes  at  their  work 
four  times  each  day;  soon  after  commencing  and  just  before 
.  leaving  work,  both  in  the  morning  and  afternoon. 

The  time  clerks  should  be  required  to  make  a  report  to  the 
time-keeper  of  all  men  (by  numbers)  working  at  the  time 
of  each  check,  specifying  the  date,  time,  location,  and  nature 
of  the  work  they  are  employed  upon.  This  report  should  be 
made  in  duplicate  (with  carbon),  the  original  being  sent  to 
the  timekeeper  forthwith  upon  completing  each  check  of  the 
men,  the  duplicate  being  retained  for  a  record.  Upon  receipt 
of  the  reports  from  the  time^slerks  the  timekeeper  should  post 
the  time  in  the  time-book  daily,  charging  the  labor  to  the 
proper  accounts  as  shown  by  the  reports.  The  carbon  records 
of  these  reports  should  be  compared  with  the  time-books  from 
time  to  time,  by  some  one  other  than  the  timekeeper,  to  see 
that  no  numbers  have  been  added  to  the  lists  after  they  have 
left  the  time-clerk's  hands.  In  making  out  these  reports  the 
time-clerks  should  fill  out  the  spaces  provided  for  the  men's 
numbers  in  order,  and  should  draw  an  irregular  line  through 
all  vacant  spaces  so  as  to  prevent  the  addition  of  any  numbers 
afterwards. 

The  timekeeper  or  ofllcial  in  charge  should  make  a  per- 
sonal check  of  the  men  at  work,  at  irregular  intervals,  count- 
ing them  all.  He  should  compare  the  number  he  finds  at  work 
with  the  list  as  reported  by  the  time-clerks.  This  system  of 
checking  should  also  be  employed  by  traveling  auditors  in  all 
cases  where  gangs  of  laborers  are  employed. 

The  timekeeper  should  have  cus- 
tody of  all  the  buttons  in  stock,  and 
should  be  held  responsible  therefor. 
They  must  be  kept  in  a  secure  place 
and  their  distribution  carefully 
1  watched. 

The  same  button  should  never  be 
used  for  more  than  one  man  in  one 
month:  i.  e.,  in  case  an  employe 
leaves  the  service  during  the  month, 
his  button  should  not  be  used  again. 
Whenever  a  button  is  lost,  the  em- 
ploye at  fault  should  be  required  to  furnish  a  statement  to 
that  effect,  sworn  to  before  a  notary  public.  These  affidavits 
should  be  filed  systematically  as  a  record  of  buttons  lost,  and 
will  enable  a  company  to  prevent  fraudulent  practices  in  case 
the  lost  buttons  are  found  and  presented  by  any  other  than 
the  rightful  persons. 
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Method  of  (Computing  Wages. — ^The  basis  for  computing 
wages  varies  according  to  the  particular  arrangements  under 
which  the  service  is  performed.  Wages  are  paid  by  the  hour, 
day,  week,  or  month.  In  some  instances  it  is  based  on  piece 
work  or  specific  performance,  as  in  the  case  of  engineers, 
whose  pay  is  largely  based  on  miles  run. 

In  computing  wages,  the  agreement  or  understanding  un- 
der which  the  labor  is  performed  should  be  scrupulously  ob- 
served. 

In  determining  the  amount  due  employeb  who  are  paid  by 
the  month,  for  fractional  parts  of  a  month,  wages  should  be 
computed  on  the  basis  of  the  total  number  of  days  they  are 
required  to  work.  If  an  employe  works  on  Sundays  or  holi- 
days, the  amount  of  his  monthly  wages  should  be  divided  by 
the  total  number  of  days  in  the  month  he  is  required  to  work, 
in  order  to  ascertain  the  rate  per  day.  If  he  does  not  work 
on  Sundays  or  holidays,  the  amount  of  wages  he  receives  per 
month  should  be  divided  by  the  number  of  Cays  he  is  actually 
required  to  work,  in  order  to  ascertain  the  rate  per  ^ay. 

Fines,  if  any,  for  failure  to  be  on  hand  for  work,  or  for 
any  other  reason,  should  be  flized  by  the  official  in  charge. 

In  order  to  save  labor  and  secure  greater  accuracy,  wages 
should  not  be  computed  from  day  to  day,  but  in  the  aggre- 
gate, for  the  whole  or  part  of  the  month  worked.  Thus,  if 
paid  by  the  hour,  the  aggregate  number  of  hours  should  be 
ascertained  and  the  gross  amount  of  wages  due  therefor  in- 
serted in  the  columns  provided  for  such  information. 

The  time  books  furnish  the  basis  for  compiling  the  pay 
roll  and  it  is  from  them  the  latter  is  made. 

The  duty  of  keeping  the  time,  while  entrusted  to  store- 
keepers at  shops  and  to  persons  in  charge  at  other  places, 
does  not,  as  stated  elsewhere,  preclude  the  officials  Imme- 
diately in  charge  from  making  such  frequent  examinations 
as  may  be  necessary  to  enable  them  to  know,  with  reasonable 
certainty,  that  the  names  as  entered  are  hona  fide  and  that 
the  amounts  paid  are  such  as  have  been  agreed  upon.  In  or- 
der to  make  this  effective,  such  officials  should  be  required 
to  have  the  men  in  charge  of  the  various  gangs  carefully  scru- 
tinize the  pay  rolls  before  certifying  to  the  correctness  of  the 
same.  An  especial  and  particular  value  attaches  to  the  cer- 
tificate of  the  foreman,  for  the  reason  that  he  knows  each 
man  personally,  and  has  knowledge,  generally,  of  the  time 
he  has  worked.  The  value  of  this  information  cannot  be 
overestimated  in  auditing  accounts,  and  timekeepers  and  offi- 
cials of  the  company  should  avail  themselves  of  it  to  the  full- 
est extent. 

There  is  nothing  of  a  confidential  nature  about  the  pay 
accounts  so  far  as  those  officers  of  the  company  are  concerned 
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who  have  charge  of  laoor.  The  officials  in  charge  and  fore- 
men should  have  access  to  them  at  all  times,  and  it  is  their 
duty  to  carefully  and  minutely  examine  the  same. 

The  work  of  entering  the  names  In  the  time  book  should 
so  far  as  practicable  be  performed  before  the  commencement 
of  the  month.  The  names  of  the  officials  in  charge  should  bo 
entered  first;  afterward  those  of  the  office  force.  Following 
these,  the  names  of  the  other  employes  should  be  entered  in 
alphabetical  order. 

In  writing  up  the  time  book  and  in  making  the  pay  roll, 
the  time  and  rate  should  be  entered  in  the  columns  provided, 
strictly  in  accordance  with  the  agreement  or  understanding 
under  which  the  employe  was  hired.  If  he  is  employed  by 
the  month,  day  or  hour,  his  time  should  be  so  entered  in  the 
"time"  column,  and  his  rate  per  monlh,  day  or  hour,  should 
be  entered  in  the  "rate"  column,  thus: — 


JXAMR. 

OOOUPATIOJk. 

TIME. 

BATl. 

▲MOUMT. 

flinlthi  John • .  > . 

1  mo. 

88dy8. 

SOOhn. 

IBO.OO 

1.00 

.15 

160.00 

Doe,  John 

Laborer 

».oo 

«»«'»<*«« 

Coal  Heaver 

80.00 

The  time  books  should  be  written  up  in  full  from  day  to 
day.  The  prompt  payment  of  the  forces  is  dependent  upon 
the  prompt  rendering  of  these  books. 

At  stations  and  elsewhere  where  no  pay  roll  is  made,  the 
time  book  should  be  sent  forward  on  the  first  day  of  the 
month,  so  that  those  who  make  the  pay  roll  and  the  distri- 
bution of  labor  may  not  be  delayed. 

The  correctness  of  each  time  book  should  be  formally  cer- 
tified to  by  the  timekeeper  as  follows:  "I  hereby  certify  that 
this  time  book  is  correct." 

This  certificate  should  be  signed  not  only  by  the  person 
who  actually  takes  the  time,  but  by  the  official  who  is  imme- 
diately in  charge;  thus,  at  shops  it  should  be  signed  by  the 
storekeeper  or  foreman  and  by  the  timekeeper  subordinate 
to  them;  at  stations  by  the  agent  and  the  timekeeper.  In 
fact  all  who  are  personally  conversant  with  the  particulars  of 
the  time  book  should  be  required  to  sign  the  certificate  as 
to  its  accuracy. 

When,  however,  the  pay  roll  is  made  at  the  place  where 
the  time  book  is  kept,  only  those  who  are  immediately  re- 
sponsible for  keeping  the  time  correctly  and  rendering  accur- 
ate return  thereof  need  certify  to  the  time  book.  In  such 
cases  the  certificate  of  the  foreman  and  officials  will  appear 
on  the  face  of  the  pay  roll. 
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At  the  larger  shops  it  may  be  desirable,  for  convenience 
in  making  the  distribution  and  to  expedite  work  in  other  di- 
rections, to  provide  a  time  book  for  each  of  the  various  de- 
partments or  shops,  and  for  outlying  points.  These  time 
books  should  be  numbered  consecutively  and  otherwise  desig- 
nate the  department  or  shop  they  refer  to.* 

Time  Books. — By  reference  to  the  various  forms  used  in 
keeping  time  their  simplicity  will  appear;  also  their  cheap- 
ness, and  the  great  economy  of  labor  required  to  keep  them, 
compared  with  older  and  more  elaborate  forms  of  bookkeep- 
ing. It  may  be  said,  indeed,  without  exaggeration,  that  these 
time  books  are  as  simple  as  it  is  possible  to  make  them,  and 
are  arranged  with  all  the  skill  now  known  to  secure  results 
at  the  least  cost,  with  the  least  labor,  with  the  least  time, 
and  with  the  greatest  certainty. 

It  is  designed  to  provide  special  forms  of  time  books  when- 
ever necessary,  or  when  greater  economy  or  efficiency  can  be 
secured  thereby. 

A  careful  study  of  the  time  books  embodied  in  the  appen- 
dix to  this  volume  will  illustrate,  better  than  any  descrip- 
tion, their  several  purposes.  They  are  intended  not  only  to 
afford  accurate  information  in  reference  to  the  time  each  man 
works,  but  contain  a  history  thereof. 

General  Time  BooK.t — This  form  is  required  for  general 
use.  In  the  case  of  track  forces,  bridge  and  building  gangs, 
engineers  and  firemen,  and  trainmen,  special  time  books  are 
provided  for  keeping  their  time  and  distributing  the  same,  as 
described  elsewhere  herein. 

At  places  where  the  check  system  (described  elsewhere  un- 
der the  head  of  'manner  of  taking  time")  is  not  in  use.  the 
spaces  in  this  form  opposite  the  name  of  the  employe  will  be 
used  for  noting  the  presence  of  employes  when  checking  in. 

At  the  end  of  the  month  the  total  columns  should  be  filled 
in  accordance  with  the  headings. 

The  occupation  of  the  person  should  be  inserted  opposite 
his  name  in  the  column  headed  "how  employed. "t 

Under  the  employe's  name  should  be  noted  any  deductions 
to  be  made  from  his  wages;  when  a  time  ticket  is  issued, 
"time  given"  should  be  written  in  this  column;  also  the  num- 
ber of  the  time  ticket. 


*When  more  than  one  time  book  Is  thus  used,  the  Information  they 
contain  should  be  posted  into  the  distribution  book  in  such  a  manner  that 
they  can  be  added  separately  therein,  and  the  totals  drawn  off  for  yeri- 
fication ;  the  total  of  each  time  book  should  agree  with  the  footing  of 
that  portion  of  the  pay  roll  covered  by  it.  The  total  footings  of  all  the 
time  books,  as  shown  by  the  distribution  book,  should  agree  with  the 
total  footings  of  all  the  pay  rolls. 

tPorm  40,  Appendix  D. 

tThus.  "machinist,"  "carpenter."  "blacksmith,"  "blacksmith 
helper,"   etc.,   designating   generally   his  duties. 
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If  an  employe  is  likely  to  be  engaged  upon  numerous 
classes  of  work  during  the  month,  sufficient  space  should  be 
left  below  his  name  to  describe  the  same.* 

To  secure  a  correct  distribution  of  the  time  worked,  em- 
ployes should  be  required  to  fill  out  a  "Daily  report  of  distri- 
bution of  shop  labor/'  at  the  close  of  each  day's  work.t  At 
the  end  of  each  working  day  they  should  hand  these  slips  to 
their  foreman,  or  deposit  them  in  such  receptacle  as  may  be 
provided. 

The  foreman,  after  collecting  them,  should  examine  and 
sign  each  slip,  and  have  them  ready  for  the  timekeeper  at 
commencement  of  work  on  the  following  day.  The  time- 
keeper should  then  distribute  the  labor  from  the  slips  daily 
into  the  general  time  book,  and  file  them  for  reference. 

On  the  last  day  of  the  month,  where  a  large  number  of  men 
are  employed,  labor  distribution  slips  should  be  filled  out  early 
enough  in  the  afternoon  to  enable  timekeepers  to  distribute 
the  labor  and  close  the  time  books  promptly. 

Where  men  are  employed  upon  "piece"  work,  a  report 
should  be  made  daily  by  each  employe  on  the  usual  distribu- 
tion slip,  showing  the  number  of  hours  engaged  in  such 
work;  in  addition  to  the  foregoing  the  foreman  in  charge 
should  fill  out  a  report  showing  employe's  name,  occupation, 
nature  of  work,  number  of  pieces,  and  rate  per  piece  or  lot; 
also  the  exact  time  the  employe  commenced  and  finished  the 
work  reported.!  A  separate  report  should  be  piade  for  each 
employe  and  all  information  called  for  on  the  report  must 
be  furnished.  These  reports,  after  being  approved  by  the  offi- 
cial in  charge,  should  be  sent  to  the  timekeeper  for  entry  in 
the  general  time  book  and  filing. 

Track  Time  (and  Distribution)  Book.§ — ^This  book  Is  espe- 


*  The  general  time  book,  it  will  thus  be  seen,  not  only  embraces  a 
correct  record  of  the  time  worked,  but  contains  the  details  necessary 
for  an  accurate  classification  of  the  same  for  entry  in  the  general  dis- 
tribution of  labor  book.  There  are  two  reasons  for  entering  these  last 
named  details  on  this  book.  In  the  first  place,  one  line  or  space  on  this 
form  is  sufficient  to  keep  accurate  account  for  a  month  of  the  work 
performed  by  an  employe  on  any  particular  object.  Thus,  if  he  is  en- 
gaged on  engine  No.  10,  the  number  of  the  engine  is  entered  in  the 
column  headed  "How  employed";  the  hours  the  employe  works  on  this 
engine  each  day  are  inserted  in  the  column  opposite :  at  the  end  of  the 
month  the  total  number  of  hours  thus  worked  is  entered;  this  total  is 
afterward  entered  in  the  general  distribution  of  labor  book  and  the 
amount  extended.  An  Important  object  in  specifying  the  distribution 
of  labor  on  the  time  book  la  that  it  serves  to  verify  the  latter  in  many 
ways,  and  as  the  pay  rolls  are  written  up  from  this  book,  the  necessity 
of  this  verification   is  apparent. 

tForm  52  (Motive  Power  Department)  and  Form  53  (Car  Depart- 
ment). Appendix  D. 

tPorm  54,  Appendix  D. 

9  Form  41,  Appendix  D. 
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daily  designed  to  meet  the  difficulties  that  attend  recording 
the  time  and  classifying  the  work  of  trackmen.  It  affords  an 
Intelligent  history  of  the  various  kinds  of  work  performed 
and  the  extent  thereof,  such  as  general  repairs  of  track,  lay- 
ing ties,  laying  rails,  ditching,  freshet  repairs,  ballasting, 
clearing  track,  repairing  fences,  watching  track  and  bridges, 
repairing  bridges,  construction,  etc.*  It  is  especially  designed 
to  relieve  the  foreman  in  charge,  of  clerical  work  that  he  has 
neither  the  time  nor  facilities  for  performing,  while  affording 
all  the  Information  required  to  classify  the  labor  accurately 
and  fully. 

The  number  of  hours  worked  each  day  by  each  employe 
should  be  inserted  promptly  at  the  close  of  the  day's  work  by 
the  foreman  in  charge;  the  distribution  of  this  work  should 
also  be  carried  out  at  the  same  time  in  the  column  or  columns 
in  which  it  properly  belongs.  At  the  end  of  the  month  all  the 
columns  should  be  footed,  and  the  amounts  charged  to  the 
various  accounts  upon  which  the  work  was  expended  should 
agree  with  the  total  wages.  This  agreement  in  a  measure 
verifies  the  accuracy  of  the  whole. 

Under  the  head  of  "remarks''  (miscellaneous)  should  be  en- 
tered any  deductions  on  account  of  board  bills,  etc.,  and  the 
name  and  address  of  the  person  or  persons  to  whom  such 
deductions  are  due.  When  a  time  ticket  is  issued,  "time 
given"  should  be  written  in  this  column.  It  Is  also  intended 
to  be  used  to  explain  the  character  of  any  unusual  work  that 
may  have  been  done,  and  any  information  necessary  to  a  cor- 
rect distribution  of  the  time. 

The  book  should  be  signed  by  the  track  foreman  and  for- 
warded promptly  to  the  roadmaster,  superintendent  or  other 
official  as  may  be  directed,  on  the  morning  of  the  first  day 
of  each  month. 

The  pay  roll  should  be  made  directly  from  the  track  time 
and  distribntion  book  by  the  person  designated  to  perform 
such  duty. 

*  An  effectiTe  aystem  of  statistics  for  track  labor  and  valuable  for 
purposes  of  comparison,  is  that  which  diyides  a  road  into  sections,  ac- 
cording to  the  supervision  of  roadmasters,  or  In  smaller  units  if  thought 
desirable.  The  exhibit  should  show  the  average  number  of  men  (full 
time)  per  mile  of  track  on  the  different  sub-dirislons ;  also  the  total 
cost  of  repairs  of  track  per  mile  of  road.  Following  these  the  gross 
cost  In  dollars  and  cents  should  be  given;  then  the  gross  cost  for  each 
of  the  classified  accounts  that  are  kept  In  connection  with  track  labor; 
viz.:  general  repairs  of  roadway  and  track  ;  laying  ties  ;  laying  rails  ; 
ditching :  freshet  repairs ;  track  watchmen ;  ballasting ;  clearing  track 
of  snow  and  cutting  weeds,  brush  and  grass;  repairs  of  fences,  road- 
crossings  and  signs ;  flagmen  at  crossings ;  bridge  and  track  watchmen ; 
repairing  bridges  and  culverts ;  repairing  cattle-guards ;  reloading  cars ; 
getting  cars  on  the  track;  station  labor;  repairing  telegraph:  unloads 
ing  coal;  watching;  piling  and  hauling  wood;  conatructlon  of  sidings, 
and  so  on.     (See  Form  83,  Appendix  D). 
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The  following  instructions  should  govern  section  foremen 
in  distributing  the  time  of  track  men  daily  to  the  various 
accounts  on  which  the  work  has  been  performed: 

Maintenance  of  Way  and  Stbuctubes  is  chargeable  with 
the  cost  of  all  work  necessary  to  keep  the  property  of  the 
company  in  as  good  condition  as  when  first  built. 

If,  for  instance,  a  road  crossing  is  worn  out,  the  whole 
cost  of  renewing  it  with  one  practically  the  same  as  the  old 
one  was  when  first  built  should  be  charged  to  Maintenance  of 
Way  and   Structures;    but   if   in   renewing  such  crossing  a 
larger  or  better  crossing  should  be  put  in,  then  only  that  part 
of  the  expense  which  would  be  required  to  replace  the  cross- 
ing with  one  like  it  is  chargeable  to  Maintenance  of  Way  and 
Structures— the   excess   or   cost   of   the    improvement    being 
chargeable  to  Construction. 
"Repairs  of  Roadway." 
Laying  Rails. — In  this  column  should  be  entered  time  used 
in  taking  up  and  disposing  of  old  rails,  and  unloading, 
handling  and  laying  new  rails  in  track,  to  replace  those 
taken  up. 
Laying  Ties. — In  this  column  should  be  entered  time  used 
in  taking  up  and  disposing  of  old  ties,  and  unloading, 
handling  and  laying  new  ties  in  track,  to  replace  those 
taken  up. 
General  Repairs  of  Track.— In  this  column  should  be  en- 
tered time  used  in    surfacing  and  aligning  track;    repair- 
ing and  renewing  frogs,    switches,    switch    stands,  rail 
braces,  tie  plates,  track  fastenings,  etc.;    picking  up  and 
loading  miscellaneous  scrap  material  from  along  the  road- 
way, inspecting  track,  repairing  and  renewing  retaining 
walls,  breakwaters,  etc.,  made  to  protect  track,  and  taking 
up  old  side  tracks.    The  expense  of  repairing  and  renew- 
ing snow-sheds  and  snow-fences  (when  latter  are  not  also 
right-of-way  fences)  should  be  entered  in  this  column. 
Ballasting. — In  this  column   should    be   entered   time   con- 
sumed in  preparing,   distributing  and  renewing  ballast, 
in  order  to  put  the  track  in  as  good  order  as  when  origi- 
nally ballasted. 
Pilling    Bridges,  Trestles    and    Culverts.— In    this    column 
should  be  entered  time  used  in  filling  bridges,  trestles  and 
culverts  with  earthwork,  when  the  cost  of  such  work  is 
not  in  excess  of  the  cost  of  replacing  the  structure.    In 
all  cases  the  number  and  location  of  the  structure  should 
be  given  (in  the  space  provided  for  "Remarks.") 
Cleaning  Out  Ditches. — In  this  column  should  be  entered 
time  used  in  opening,  clearing  and  repairing  ditches  in 
order  to  make  them  as  good  as  when  first  made. 
Clearing  Track  of  Snow  and  Cutting  Weeds.— In  this  column 
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should  be  entered  time  used  in  clearing  snow,  ice,  weeds, 
brush  and  grass  from  the  track,  and  mowing  and  burning 
weeds,  brush  and  grass  inside  of  right-of-way  fences. 

Track  Watchmen. — In  this  column  should  be  entered  time 
of  men  engaged  as  track  watchmen  and  flagmen  while  re- 
pairs of  track  are  in  progress,  rendered  necessary  by  such 
repairs. 

Freshet  Repairs. — ^In  this  column  should  be  entered  time 
used  in  repairing  damages  to  roadway  and  track  caused 
by  freshets  and  washouts. 

Note.— Time  used  in  repairing  side-tracks  should  be  included 
under  "Repairs  of  Roadway"  under  the  appropriate  head- 
ings. 
"Repaibs  of  Interlocking  Plants." 

Under  this  heading  should  be  entered  time  consumed  In 
repairing  interlocking  plants,  including  tower  buildings, 
and  switches  and  signals  operated  by  the  plant.  In  all 
cases  the  name  and  location  of  the  plant  should  be  given 
in  the  column  headed  "Remarks." 
^'Repairs  of  Block  Signals." 

Under  this  heading  should  be  entered  time  used  in  repairing 
train  order,   distant  and  block  signals,  including  tower 
buildings.    The  name  and  location  of  the  structure  should 
be  given  in  the  "Remarks"  column  in  each  instance. 
"Repairs  and  Renewals  of  Bbidoes  and  Culverts." 

General  Repairs  of  Bridges  and  Culverts. — ^In  this  column 
should  be  entered  time  used  in  repairing  bridges  and  cul- 
verts; also  time  of  men  engaged  as  watchmen  and  flagmen 
while  repairs  of  bridges  and  culverts  are  in  progress,  ren- 
dered necessary  by  such  repairs.  In  all  cases  the  number 
and  location  of  the  structure  should  be  given  in  the  space 
provided  for  "Remarks." 

Bridge  Watchmen. — In  this  column  should  be  entered  time 
of  bridge  watchmen  who  are  regularly  employed  as  such, 
and  not  required  on  account  of  some  special  repairs  being 
made. 

Note. — The  cost  of  repairing  the  track  (rails,  ties,  gUard 
rails,  fastenings,  etc.)  over  the  bridges,  trestles  and  cul- 
verts, should  not  be  charged  to  this  account,  but  should 
be  charged  to  "Repairs  of  Roadway"  under  the  appropri- 
ate headings  as  given  above. 
**Repair8  and  Renewals  of  Fences,    Road   Crossings,  Signs 

AND  Cattle  Guards." 

Under  this  heading  should  be  entered  time  consumed  in 
repairing  right-of-way  fences,  road  crossings  (Including 
the  roadways  and  streets  thereon),  track  and  crossing 
signs,  and  cattle  guards,  or  rebuilding  them  if  necessary 
to  do  so,  in  order  to  render  them  as  good  as  when  first 
built. 
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"Repaibs  and  Renewals  op  Telegraph." 

Under  this  heading  should  be  entered  time  used  in  reiMiir- 
ing  or  looking  after  telegraph  and  telephone  lines,  reset- 
ting poles,  etc. 
"Labobebs  at  Stations." 
Under  this  heading  should  be  entered  time  assisting  station 
agent  in  loading  or  unloading  freight,  cleaning  or  caring 
for  stations  and  station  grounds,  cleaning  stock  yards, 
cleaning  snow  and  ice  from  station  platforms,  sidewalks, 
etc.,  and  caring  for  switch  lamps.    In  each  case  the  name 
of  the  station  and  nature  of  the  work  done  should  be 
given. 
"Flagmen." 
Under  this  heading  should  be  entered  time  of  men  while 
engaged  as  flagmen  at  public  crossings,  except  when  ren- 
dered   necessary    by  repairs  to    track  or  similar  special 
work. 
"Fuel  fob  Locomotives." 
Under  this  heading  should  be  entered  time  consumed  in 
coaling  engines,  filling  coal  buckets  or  chutes  when  same 
are  used  to  deliver  coal  to  locomotives. 
"Cleabing  Wrecks." 

Under  this  heading  should  be  entered  time  of  men  employed 
in  clearing  up  wrecked  cars  or  locomotives,  including  all 
time  consumed  in  reloading  cars,  transferring  passengers 
and  baggage  or  other  necessary  work  resulting  from  a. 
wreck,  such  as  building  temporary  tracks  around  wrecks, 
etc.    The  cost  of  repairing  damage  to  the  track  caused  by 
a  wreck  should  not  be  charged  to  this  account,  but  should 
be  entered  under  the  appropriate  headings  under  "Repairs 
of  Roadway." 
Loading  Cindebs  at  Cinder  Pits. 
Under  this  heading  should  be  entered  time  used  in  loading 
cinders  at  cinder  pits,  no  matter  for  what  purpose  same 
are  to  be  used. 
Unloading  Fuel  Into  Stobage. 
Coal.— In  this  column  should  be  entered  time  unloading  coal 
from  cars  into  coal  houses,  or  on  the  ground,  when  same 
is  to  be  stored  for  future  use — no  matter  for  what  pur- 
pose it  is  to  be  used. 
Wood.— In  this  column  should  be  entered  time  loading  or 
unloading  wood  from  or  into  cars,  when  same  is  to  be 
stored  for  future  use — no  matter  for  what  purpose  it  is  to 
be  used. 

CoNSTBucnoN  is  chargeable  with  the  expense  of  building 
entirely  new  or  additional  pieces  of  work,— such  as,  for  in- 
stance, constructing  a  crossing  where  there  was  none  before, 
or  building  a  fence  where  the  right-of-way  was  not  previously 
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fenced,  or  laying  tiling  or  making  ditches  where  there  were 
none  before. 

Construction  is  also  chargeable  with  the  expense  of  enlarg- 
ing or  improving  any  existing  facilities  or  structures, — such 
as,  for  instance,  increasing  the  length  of  a  crossing  six  feet, 
the  cost  of  such  extension  being  chargeable  to  Construction. 
Also,  if  a  fence  as  originally  built  had  four  wires,  and  a  fifth 
wire  was  added,  the  cost  of  such  additional  work  is  charge- 
able to  Construction— the  idea  being  to  charge  Construction 
(under  the  proper  account)  with  the  added  expense  which  the 
company  may  incur  in  the  betterment  or  Improvement  of  Ita 
property. 

Any  additional  expense  or  outlay  which  increases  the  value 
of  the  property  (excepting  that  which  merely  restores  it  to  its 
original  condition  when  new)  is  chargeable  to  Construction. 
"Tkacklayikg." 

Under  this  heading  should  be  entered  time  used  in  putting 
in  rail  braces,  tie  plates,  etc.,  on  main  liiie  tracks  where 
there  were  none  before. 
"Ballasting." 
Under  this  heading  should  be  entered  time  used  in  ballast- 
ing main  line  tracks  which  were  not  previously  ballasted; 
also  the  increased  cost  (if  any)  of  labor  required  in  re- 
placing one  kind  of  ballast  with  a  better  kind  over  the 
cost  of  the  labor  required  to  replace  the  old  ballast  with 
like  kind. 
"Rectifying  Grades." 

Under  this  heading  should  be  entered  time  used  in  cutting 
down  grades,  changing  grade  levels,  or  filling  sags,  when 
such  work  is  a  change  from  the  grade  of  the  line  as  origi- 
nally constructed  and  not  repairing  wear  and  tear  due  to 
operation. 
"Changing  and  Straightening  Line." 
Under  this  heading  should  be  entered  time  used  in  chang- 
ing and  straightening  the  line  of  road,  eliminating  curves, 
etc. 
"Widening  Embankments  and  Cuts." 

Under  this  heading  should  be  entered  time  used  In  widening 
embankments  and  cuts  beyond  the  original  width  when 
first  constructed. 
"Filling  Bridges,  Trestles  and  Culverts." 
Under  this  heading  should  be  entered  time  used  in  filling 
bridges,  trestles  and  culverts  with  earthwork  when  such 
outlay  is  in  excess  of  the  amount  which  would  be  required 
to  replace  the  structure  with  another  like  it.  In  all  cases 
the  number  and  location  of  the  structure  should  be  given. 
(The  cost  of  the  filling  up  to  the  amount  required  to  re- 
place the  structure  with  another  like  it  should  be  charged 
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to  the  proper  account  under  "Maintenance  of  Way  and 
Structures.") 

"Ditching." 

Under  this  heading  should  be  entered  time  used  in  laying 
additional  tiling,  making  new  ditches,  and  deepening  or 
widening  old  ditches  beyond  the  depth  or  width  when 
originally  made.  (The  cost  of  reopening  old  ditches  or 
digging  out  dirt,  etc.,  deposited  in  such  ditches  since  their 
construction,  should  be  charged  to  the  proper  account 
under  "Maintenance  of  Way  and  Structures.") 

"Fences." 
Under  this  heading  should  be  entered  time  used  in  building 
right-of-way  and  snow  fences  where  there  were  none 
before.  When  a  fence  is  improved  by  adding  more  wires 
or  more  posts,  the  time  used  on  account  of  such  work 
should  be  charged  to  this  account. 

"Road  .Crossings  and  Signs." 
Under  this  heading  should  be  entered  time  used  in  putting 
in  additional  road  crossings,  including  roadways  and 
streets  thereon,  farm  gates  at  new  openings,  track  and 
crossing  signs,  and  cattle  guards;  also  any  labor  spent  in 
improving  such  structures.  The  location  and  name  or 
number  of  each  road  crossing  should  be  given  in  the 
"Remarks"  column. 

"Sidings." 
Under  this  heading  should  be  entered  time  used  in  putting 
in  new  side-tracks,  cross-over  tracks,  etc.,  and  extending 
or  improving  old  ones,  including  grading,  ballasting,  put- 
ting in  switches  and  connections  with  the  main  line,  and 
any  other  expenses  connected  with  the  laying  of  a  siding. 
The  time  should  be  entered  under  the  proper  headings. 
"Grading,"  "Tracklaying,"  "BallasUng,"  etc.  In  the 
column  headed  "Remarks"  should  be  given  the  name  and 
location  of  each  siding,  and  the  authority  for  doing  the 
work. 

"Block  and  Other  Signals." 

Under  this  heading  should  be  entered  time  used  in  putting 
in  additional  train  order,  distant  and  block  signals  (in- 
cluding tower  buildings),  or  improving  old  ones.  The 
name  and  location  of  each  block  station,  etc.,  should  be 
given  in  the  "Remarks"  column. 

"Interlocking  Switches." 

Under  this  heading  should  be  entered  time  used  in  putting 
in  additional  interlocking  switches  and  tower  buildings 
connected  therewith;  also  cost  of  additions  to  or  improve- 
ments of  existing  plants.  In  all  cases  the  name  and  loca- 
tion of  each  plant  must  be  given  in  the  "Remarks" 
column. 
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Blank  columns  are  provided  In  which  should  be  entered  all 
labor  expended  which  Is  not  properly  chargeable  under 
any  of  the  headings  preceding.  In  all  cases  when  time  Is 
entered  In  these  columns  a  full  description  of  the  work 
should  be  given  in  the  column  headed  "Remarks." 


Bbidge  and  Building  Time  (and  Distkibution)  Books.* — 
This  book  is  especially  designed  to  facilitate  the  keeping 
of  the  time  (and  distribution  thereof)  by  the  foreman  in 
charge  of  gangs  of  carpenters  and  others  along  the  line  of  the 
road,  engaged  in  repairs  and  renewals  and  in  miscellaneous 
construction  work,  connected  with  bridges,  buildings,  fences, 
etc.  Columns  are  provided  in  the  blank  for  the  various 
classes  of  work  upon  which  the  men  are  likely  to  be  engaged, 
so  that  all  that  is  necessary  is  to  enter  the  number  of  hours 
therein.  Care  must  be  taken,  however,  in  every  case,  to  locate 
the  work  accurately.  Much  of  the  information  required  at 
headquarters  in  making  up  statements  of  the  cost  of  particu- 
lar buildings  or  structures  is  ascertained  from  these  books; 
it  is  therefore  of  the  utmost  importance  that  they  should  be 
correctly  kept,  and  that  the  designation  of  the  structures 
upon  which  the  expense  is  incurred  should  be  so  clear  that  it 
will  not  be  necessary  in  any  case  to  refer  back  to  the  bridge 
and  building  department  for  Information.  The  book  is  very 
simple  and  easily  kept,  and  furnishes  the  maximum  amount 
of  information  with  the  least  possible  labor  to  the  person  who 
keeps  it.  Its  requirements  must,  therefore,  be  carefully  com- 
plied with. 

This  book  provides  for  inserting  from  day  to  day  the  num- 
ber of  hours  worked  by  each  person;  provision  is  also  made 
for  distributing  the  labor  to  the  account  upon  which  ex- 
pended. These  duties  should  be  performed  at  the  close  of  each 
day.  The  total  time  worked  on  the  various  accounts  is  noted 
at  the  bottom.  These  added  together  agree  with  the  gross 
time  worked,  and  serve  in  a  measure  to  verify  the  latter. 

Under  the  head  of  "remarks"  (miscellaneous)  should  be 
entered  deductions  on  account  of  board  bills,  etc.,  and  the 
name  and  address  of  the  person  or  persons  to  whom  such 
deductions  are  due.  When  a  time  ticket  is  Issued,  "time 
given"  should  be  written  in  this  column.  It  is  also  intended 
to  be  used  to  explain  the  character  of  any  unusual  work  that 
may  have  been  done,  and  any  information  necessary  to  a  cor- 
rect distribution  of  the  time. 

This  book  should  be  signed  by  the  foreman  and  forwarded 
to  the  shop  timekeeper,  superintendent  of  bridges  and  build* 
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ings,  or  other  person,  as  may  be  designated,  on  the  first  day 
of  each  month. 

The  pay  roll  should  be  made  directly  from  this  book  by  the 
person  designated  to  perform  such  duty. 

Time  Book  and  Daily  Trip  Report  for  Engineers  and 
Firemen. — ^At  the  close  of  each  day's  service,  engineers  should 
make  a  detailed  report  of  time  worked.*  These  reports 
should  be  handed  to  the  roundhouse  foreman,  who  should 
examine  same  and  forward  them  to  the  timekeeper. 

The  timekeeper  should  check  these  reports  with  the  engine- 
house  register;!  train  dispatchers'  daily  report  of  train  move- 
ment.t  yardmaster's  daily  report  of  time  worked  by  switch 
yard  crews, §  or  such  other  data  as  may  be  necessary  in  order 
to  verify  their  correctness  in  each  particular,  as  follows: 
engine  number;  miles  run;  hours  of  service;  and  class  oi 
service  rendered.  The  trip  reports,  when  properly  verified* 
should  be  entered  on  the  time  book.|| 

In  checking  the  engineers'  trip  reports  and  time  slips  as 
directed  in  the  preceding  rule,  the  timekeeper  should  put  a 
proper  notation  or  distinctive  check  mark  on  both  papers 
compared  in  every  instance,  in  order  to  indicate  that  same 
have  been  compared  and  checked:  this  will  automatically  pre- 
vent the  passing  of  duplicate  claims. 

Whenever  changes  or  corrections  are  made  In  trip  reports, 
written  notice  thereof  should  be  sent  to  the  engineer  and  fire- 
man at  once. 

All  services  claimed  as  overtime,  delayed  time,  special 
switching,  deadhead  time,  wrecking  and  working  service, 
should  be  submitted  to  the  division  superintendent  for  veri- 
fication, and  no  time  of  this  nature  should  be  allowed  without 
his  certification. 

The  superintendent's  approval  in  such  cases  should  be 
noted  in  writing  on  the  face  of  each  time  slip. 

At  the  end  of  each  month  engineers  and  firemen  should 
furnish  timekeepers  with  a  recapitulation  of  all  time  worked 
by  them  during  the  month  specified.**  These  statements 
should  be  compared  by  the  timekeeper  with  the  entries  in  the 
time  book,  before  the  pay  roll  is  written,  and  all  discrepancies 
should  be  carefully  investigated  and  any  errors  which  may  be 
found  should  be  corrected  in  accordance  with  the  facts. 

On  divisions  where  there  are  more  than  one  timekeeper. 


*  Form  55   (Road  serrlce)  and  Form  56   (Tard  switching  service) » 
Appendix  D. 

t  Form  57,  Appendix  D. 
t  Form  58,   Appendix  U. 
fForm  59,  Appendix  D. 
II  Form  43,   Appendix  D. 
<"  Form  60,  Appendix  I>. 


TIME  BOOKS.  263 

each  one  should  furnish  the  other  with  a  list  of  the  men  whose 
time  he  keeps.  Whenever  a  timekeeper  receives  reports  for 
men  at  other  shops  than  his,  he  should  verify  them  and  for- 
ward to  the  official  who  keeps  the  time. 

When  an  engineer  renders  reports  for  a  fireman  whose 
time  is  kept  at  another  shop  than  his  is  kept,  he  should  indi- 
cate the  shop  on  the  report. 

The  time  hook  is  made  up  of  loose  leaves,  which  are  de- 
signed to  be  bound  together  in  book  form  when  the  work  is 
completed  in  the  office  where  the  time  is  kept  Thus  the 
names  of  the  employes  are  easily  kept  In  alphabetical  order 
(or  otherwise,  as  desired),  and  new  leaves  may  be  Inserted 
wherever  needed. 

In  entering  the  trip  reports  in  the  time  book  the  best  plan 
that  suggests  itself  is  to  enter  both  the  engineer's  and  the 
fireman's  time  from  the  trip  report,  and  afterwards  check  the 
entries  in  the  engineer's  book  against  those  in  the  fireman's 
book. 

In  the  column  headed  "Miscellaneous  Time"  should  be 
entered  all  time  dispatching,  trying  engines,  acting  as  wit- 
ness in  law  cases,  or  otherwise  that  is  not  actual  service  as  a 
road  or  switching  crew.  In  the  column  headed  "Switching 
Time"  should  be  entered  the  time  in  which  a  crew  is  engaged 
in  yard  switching. 

In  the  column  headed  "Running  Time"  should  be  entered 
the  total  number  of  hours  allowed  each  day  for  road  service. 
When  pay  is  based  on  the  number  of  miles  run,  the  total  miles 
divided  by  10  will  represent  the  hours.  Thus,  if  ISO  miles  are 
run  and  the  engineer  is  to  receive  3.8  cents  per  mile  run,  such 
service  should  be  entered  in  the  book  as  13  hours  at  38  cents 
per  hours:  the  term  "hour"  representing  10  miles.  The  actual 
hours  for  which  compensation  is  to  be  allowed  should  be  en- 
tered in  the  columns  under  this  heading,  according  to  the 
class  of  engine  and  service. 

In  the  column  headed  "Engine  Number"  should  be  entered 
the  number  of  the  engine  as  shown  on  the  engineer's  trip 
report  In  case  an  engine  crew  has  more  than  one  engine  on 
a  given  date,  the  number  of  miles  run  on  each  engine  should 
be  shown.  If  this  cannot  be  entered  in  this  column,  it  should 
be  fully  explained  in  the  "Remarks"  column. 

In  the  columns  headed  "Prom"  and  "To"  should  be  shown 
the  names  or  numbers  of  the  stations  between  which  the  serv- 
ice has  been  rendered. 

In  the  column  headed  "Miles  Run"  should  be  entered  the 
actual  number  of  miles  of  each  kind  of  service  rendered  on 
each  division.  All  passenger  and  freight  mileage  shown 
should  be  the  actual  number  of  miles  between  the  stations 
named,  as  indicated  by  the  time  tables. 
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Gravel  serrice  should  be  computed  at  8  miles  per  hour 
when  compensation  is  made  on  the  basis  of  hours  worked,  and 
the  mileage  does  not  exceed  this  amount.  If  the  actual  miles 
run  exceed  8  miles  per  hour,  they  should  be  shown  in  tliis 
column. 

Switching  mileage  and  pusher  service  should  be  computed 
at  6  miles  per  hour. 

The  location  and  kind  of  service  entered  in  the  "Gravel'* 
column  should  be  explained  in  the  "Remarks"  column;  sucli 
explanation  is  necessary  to  determine  the  account  to  which, 
the  expense  Is  chargeable. 

In  the  columns  headed  "Delayed  Time"  and  "Overtime" 
should  be  entered  amounts  which  added  to  one-tenth  of  the 
miles  run  will  equal  the  number  of  hours  allowed  for  a  run  in 
which  delayed  time  or  overtime  occurred. 

In  the  column  headed  "Constructive  Mileage"  should  be 
entered  the  excess  of  the  time  allowed  over  the  actual  time 
worked,  when  under  the  terms  of  compensation  the  engine- 
men  are  entitled  to  a  full  day's  pay  for  less  than  a  full  day's 
work.  For  example,  a  freight  crew  on  a  certain  date  makes 
a  trip  of  80  miles  in  less  than  eight  hours,  which  is  all  the 
work  they  are  called  upon  to  do  on  that  day,  and  which  is 
equivalent  to  eight  hours'  work,  but  as  they  are  entitled  to 
ten  hours  or  a  full  day's  pay,  20  miles  is  entered  in  the 
"Constructive  Mileage"  column,  which  added  to  the  80  miles 
actually  run,  equals  100  miles  or  ten  hours'  work. 

When  a  time  ticket  is  issued,  "time  given"  should  be  written 
immediately  following  the  amount  of  the  wages,  so  that  it 
may  be  easily  seen  when  the  amounts  are  transferred  to  the 
pay  roll. 

At  the  close  of  the  month  the  books  should  be  footed  and 
proved  by  comparing  the  total  footings  of  the  hours  with 
those  of  the  mileage.  This  proof  should  be  shown  on  each 
sheet. 

In  order  to  prevent  the  names  of  employes  from  appear- 
ing on  more  than  one  pay  roll,  the  wages  of  engineers  and 
firemen  for  shop  work  should  be  entered  on  the  engineers' 
and  firemen's  pay  roll  for  the  amount  due  them,  provided 
they  have  made  any  running  time  during  the  month.  If  they 
have  not,  the  wages  should  be  entered  on  the  shop  pay  roll. 
Contrariwise:  the  wages  of  shop  men  who  have  running  time 
will  be  entered  on  the  shop  pay  roll,  provided  they  have  shop 
time  during  the  month;  if  they  have  not,  the  wages  will  be 
entered  on  the  engineers'  and  firemen's  pay  roll. 

When  a  man  renders  both  engineer's  and  fireman's  serv- 
ice in  the  same  month,  the  amounts  of  the  different  classes  of 
service  should  be  consolidated  before  entering  it  on  the  pay 
roll. 
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The  total  footings  of  the  hours  will  be  entered  on  the  pay 
roll,  showing  the  number  of  hours  at  each  different  rate. 

Time  Book  and  Daily  Trip  Repoht  for  Trainmen. — At  the 
end  of  each  trip  conductors  should  forward  to  the  superin- 
tendents of  their  respective  divisions  a  report  of  the  mileage 
made  and  time  worked  by  their  crews.* 

This  report  should  be  compared  by  the  timekeeper  with  the 
train  dispatcher's  report  of  train  movements,  after  which  it 
should  be  entered  in  the  time  book.f 

In  checking  the  conductors*  trip  reports  as  directed  in  the 
preceding  rule,  the  timekeeper  should  put  a  proper  notation 
or  distinctive  check  mark  on  both  the  trip  report  and  the 
train  dispatcher's  report  of  train  movements  in  every  In- 
stance: this  will  automatically  prevent  the  passing  of  dupli- 
cate claims. 

All  trainmen  should  also  be  required  to  furnish  a  monthly 
report  of  time  worked  which  should  be  checked  against  the 
time  book  by  the  timekeeper  before  writing  the  pay  roll.J 
Any  differences  should  be  carefully  investigated,  and  errors 
corrected. 

Conductors  of  construction  and  working  trains  should  keep 
a  record  of  the  time  of  their  crews  on  general  time  book  sheets 
or  on  a  track  time  book;  the  general  time  book  sheets  should 
however,  be  used  when  not  inconvenient,  as  they  furnish 
greater  facilities  for  keeping  accurate  account  of  time  worked. 

Deductions  from  the  Pay  of  Employes — Garnishments. — 
It  frequently  becomes  necessary  to  make  deductions  from  the 
pay  of  employes  to  cover  amounts  due  by  them  to  a  company, 
or  which  the  company  may  pay  on  their  behalf,  such  as  gar- 
nishments, amounts  for  board,  accident  Insurance  premiums, 
payments  on  account  of  watches,  uniforms,  commutation 
tickets,  fines,  deductions,  and  other  things  where  the  interests 
of  the  employe  are  especially  benefited  by  this  intervention 
of  a  company  on  his  behalf,  or  the  law  enforces  it,  as  in  the 
case  of  garnishments. 

When  deductions  are  to  be  made,  especial  care  should  be 
exercised  to  prevent  omissions,  and  otherwise  secure  accu- 
racy. 

The  amount  to  be  deducted  from  each  employe's  pay  should 
be  noted  in  the  time  boolt  opposite  the  space  provided  for 
entering  the  total  amount  of  wages  due,  and  in  the  column 
headed  "Deductions"  on  the  pay  roll. 

When  practicable,  entries  of  this  kind  on  the  time  book 
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should  be  made  in  red  ink,  so  as  to  make  them  as  conspicuous 
as  possible;  in  any  event  the  entry  should  be  made  promptly, 
so  that  it  will  not  be  overlooked  when  making  the  pay  roll  or 
when  giving  a  time  ticket  or  letter  of  advice. 

Amounts  which  are  to  be  withheld  from  the  pay  of  em- 
ployes on  account  of  amounts  due  from  them  to  the  company 
should  be  deducted  in  favor  of  the  paymaster. 

Deductions  from  the  pay  of  employes  should  be  made  in 
the  current  month,  unless  special  provision  is  made  to  the 
contrary. 

No  one  should  be  allowed  to  bind  a  company  by  guaran- 
teeing that  it  will  pay  sums  due  or  to  become  due  by  em- 
ployes; the  most  that  it  should  undertake  in  such  cases  is  to 
collect  such  amounts  as  it  may  think  proper,  and  in  the  event 
of  error  or  neglect  upon  its  part  it  will  not  be  responsible  for 
any  losses  that  occur  in  consequence. 

In  the  event  of  loss  through  omission  to  note  on  a  pay  roll 
or  time  ticket  that  a  deduction  should  be  made,  or  in  the  event 
of  failure  to  deduct  the  same  from  the  wages  of  the  payee 
afterwards,  the  person  through  whom  the  neglect  arises  should 
be  held  personally  responsible  to  the  company  for  any  loss  it 
suffers  in  consequence. 

A  company  should  not  undertake  to  collect  from  its  em- 
ployes any  board  bills,  etc.,  unless  the  employe  authorizes 
the  company  in  writing  to  withhold  such  amounts. 

No  one  should  be  authorized  to  make  deductions  from  the 
pay  of  employes  on  account  of  sums  due  by  them,  even  when 
requested  to  do  so  by  the  employe  (except  in  the  case  of 
amounts  due  the  company  or  for  garnishments),  unless  in- 
structed to  that  effect  by  the  proper  officer,  as  it  is  not  desired 
that  the  company  shall  intervene  in  such  matters  except  in 
cases  of  particular  emergency  where  the  convenience  of  the 
employe  and  the  interests  of  the  company  are  alike  advanced 
thereby. 

In  every  case  where  the  company  undertakes  to  make  col- 
lections, an  immediate  record  thereof  should  be  made  in  the 
office  where  the  time  of  the  employe  is  kept,  also  where  the 
pay  roll  is  made. 

When  a  great  many  deductions  are  to  be  made,  a  blotter 
should  be  kept  on  which  the  particulars  should  be  entered  as 
they  occur.  Afterward  an  alphabetical  list  of  the  same  should 
be  compiled  for  use  and  reference  in  making  the  pay  roll.  The 
aggregate  amount  of  this  list  should  agree  with  the  total  foot- 
ings of  the  blotter. 

In  reference  to  garnishments  against  the  pay  of  employes, 
immediate  notice  should  be  sent  those  whose  duty  it  is  to 
issue  time  tickets,  of  all  suits  of  this  nature;    notice  thereof 
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should  also  bd  sent  the  paymaster  and  general  accounting 
officer.  In  such  cases  immediate  return  should  be  made  to  the 
official  sending  the  notice  of  the  amount  due  the  employe,  and 
whether  such  employe  is  married  or  single. 

No  tltne  ticket  or  voucher  should  be  made  in  favor  of  a 
person  who  is  garnisheed;  or,  if  made,  it  should  be  canceled 
by  writing  "Garnisheed"  across  its  face. 

When  the  pay  of  an  employe  is  garnisheed,  the  total 
amount  of  wages  unpaid  on  the  roll  at  the  time  should  be 
withheld  until  the  settlement  of  the  suit.  In  the  event  the 
payee  has  given  orders  against  his  pay,  or  a  portion  of  it  is 
set  aside  for  any  other  purpose,  such  claims  should  not  be 
paid  until  formal  notice  of  the  withdrawal  of  the  suit  or  its 
settlement  has  been  given  by  the  proper  official. 

Prompt  notice  should  be  given  those  issuing  pay  rolls  and 
time  tickets,  of  the  release  of  garnishments. 

At  the  end  of  each  month  the  paymaster  should  render  the 
general  accounting  officer  a  list  of  all  persons  whose  pay  has 
been  garnisheed,  giving  the  name  of  the  person,  his  occupa- 
tion, place  of  residence,  and  the  amount  of  wages  due  him. 
The  amount  of  wages  due  those  garnisheed  he  should  turn 
over  with  the  list.  The  general  accoimting  officer  should 
attend  thereafter  to  the  settlement  of  the  accounts  thus  ren- 
dered. 

No  time  ticket  should  be  issued  without  careful  search  to 
see  whether  any  notice  of  garnishment  has  been  received,  nor 
should  any  person  be  paid  by  the  paymaster  or  general  ac- 
counting officer  without  a  similar  search  being  made,  as  it 
may  sometimes  occur  that  tickets  will  be  Issued  in  advance 
of  the  receipt  of  the  notice  of  garnishment. 

Pat  Rolls.* — ^The  pay  roll  is  the  most  Important  voucher 
that  a  company  has.  It  is  made  up  of  Innumerable  petty 
items  and  embraces  the  result  of  a  vast  network  of  account- 
ing and  preliminary  clerical  work.  The  utmost  care  is  re- 
quired to  be  exercised  in  its  compilation,  first  in  keeping  the 
time  of  employes,  afterward  in  determining  the  wages  due 
them,  and  finally  in  making  the  roll.  The  officials  who  are 
required  to  make  the  pay  roll  will  be  especially  designated  in 
each  case. 

The  pay  roll  is  intended  to  show  in  detail  each  man's  serv- 
ice, his  name,  where  the  check  for  his  wages  is  to  be  sent, 
what  he  does,  where  employed,  the  time  he  has  worked,  the 
rate  he  receives,  the  gross  amount  of  wages  he  has  earned, 
the  amount  (if  any)  to  be  deducted  from  his  wages,  to  whom 


*  Forms  66  and  67,  Appendix  D. 
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the  deduction  is  payable,  the  balance  due  the  employe,  and 
finally  the  receipt  or  evidence  of  payment  by  the  company.* 

Amounts  due  contractors  for  services  in  handling  coal, 
rails,  lumber,  scrap  or  other  material,  should  not  be  entered 
on  the  pay  roll,  but  should  be  paid  by  separate  voucher. 

Wages  should  be  entered  on  the  pay  roll  for  the  month  in 
which  the  service  is  rendered. 

Before  writing  the  pay  roll,  the  footings  and  extensions  of 
the  time  books  from  which  it  is  made  should  be  checked  by 
some  person  other  than  the  one  footing  and  extending  them 
in  the  first  instance. 

The  amount  of  each  roll  should  agree  with  the  footings  of 
the  time  books  from  which  it  is  copied,  and  these  in  their  turn 
should  agree  with  the  distribution  of  labor  sheet  or  book. 
Each  serves  as  a  check  upon  the  other,  and  in  a  measure 
proves  the  accuracy  of  the  whole. 

The  natural  divisions  of  the  service  should  be  observed  In 
making  the  pay  rolls.  Only  such  employes  should  be  grouped 
together  on  a  roll  ua  the  local  officials  who  are  required  to 
certify  to  the  correctness  of  the  same  are  personally  able  to 
vouch  for.  This  will  necessitate  a  separate  roll  for  each  divi- 
sion for  roadway  and  track;  for  engineers  and  firemen,  for 
each  shop;  for  bridge  and  building  gangs;  for  the  station 
force;  for  trainmen;  for  extra  or  special  gangs  of  men;  also 
for  the  general  office  and  for  employes  of  particular  depart- 
ments stationed  ofC  the  line. 

The  rolls  for  small  shops  on  a  division  may  be  bound 
together  in  one  book  to  lessen  clerical  work.  In  such  cases, 
provision  should  be  made  for  inserting  ihe  approval  of  the 
general  officers  on  the  last  sheet  in  such  book  instead  of  upon 
each  roll. 

When  the  pay  rolls  of  several  shops  are  bulked  together  in 
the  above  manner,  a  recapitulation  should  be  made  showing 
the  amount  of  each  pay  roll  and  the  amount  of  the  whole. 

When  the  accounts  of  a  small  shop  or  round  house  are 
kept  under  the  supervision  of  some  central  shop  on  a  division 
and  there  are  only  a  few  names  to  be  entered  on  the  roll,  such 
names  may  be  incorporated  on  the  pay  roll  of  the  central 
shop. 

Pay  rolls  should  be  made  on  or  before  the  fifth  of  the  suc- 
ceeding month.  They  should  not  be  delayed  in  any  office 
through  which  they  pass.    If  the  official  in  charge  is  unable 


*  Many  companies  divide  their  pay  rolls  Into  two  classes,  namely, 
those  who  work  and  those  who  do  not — "active"  and  "disabled."  The 
disabled  embraces  those  that  are  pensioned  (if  any),  those  who  have 
been  Injured  in  the  service,  are  sick,  or  are  carried  on  the  pay  roll  for 
any  other  special  reason.  The  plan  Is  an  excellent  one.  It  shows  at 
a  glance  the  extent  of  its  expenditures  In  this  direction;  the  division, 
moreover,  facilitates  accounting. 
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to  certify  to  them  immediately,  owing  to  absence  or  other 
cause,  his  assistant  or  clerk  should  act  for  him  without  delay. 
The  date  upon  which  each  certificate  is  attached  should  be 
entered  opposite  the  signature  of  the  person  certifying.  Rolls 
should  not  be  detained  in  any  office  to  exceed  six  hours.  Any 
dilatorlness  in  completing  or  forwarding  the  rolls  retards  the 
work  of  others,  and  may  result  in  a  serious  injury  to  the 
service.    Promptness  should,  therefore,  be  the  rule  in  all  cases. 

In  order  to  anticipate  so  far  as  possible,  the  labor  of  mak- 
ing the  pay  roll,  it  may  be  commenced  before  the  close  of  the 
month  at  shops  and  other  points  where  a  large  number  of 
men  are  employed.  But  only  the  names  and  the  rates  paid 
may  be  entered  in  advance.  This  will  serve  to  divide  the 
work  and  lessen  the  amount  at  that  particular  period  of  the 
month  when  the  rush  is  greatest.* 

The  name  of  each  and  every  employe  should  appear  upon 
the  pay  roll,  and  no  employe's  name  should  appear  upon  more 
than  one  roll  (except  in  case  of  transfer  of  employment  to 
another  department  of  labor,  or  from  one  division  to  another, 
during  the  month),  or  in  more  than  one  place  upon  any  roll. 

In  those  cases  where  horses  not  owned  by  a  company  are 
employed  by  it,  and  pay  therefor  is  to  be  entered  on  the  pay 
roll,  the  name  of  the  person  from  whom  they  are  hired  should 
appear  on  the  roll  opposite  the  amount.  The  pay  roll  should 
state  whether  the  pay  is  for  services  performed  by  horses 
alone,  or  teamsters  and  horses. 

When  men  are  granted  a  furlough  or  are  absent  from  duty 
for  any  reason,  and  they  employ  some  one  to  take  their  place 
during  their  absence,  the  name  of  the  person  thus  employed 
should  be  entered  on  the  pay  roll  of  the  company  and  the 
amount  of  wages  he  is  entitled  to  Inserted  therein,  the  time 
and  wages  of  the  person  whose  place  he  takes  being  omitted 
for  the  period  mentioned. 

When  an  employe  is  transferred  from  one  department  to 
another,  his  name  should  appear  on  the  pay  roll  for  each 
department  for  the  amount  due  him. 

When  employes  run  in  common  over  two  or  more  divisions, 
their  whole  pay  should  be  returned  on  the  roll  of  one  of  the 
divisions,  the  portion  belonging  to  the  other  divisions  being 
charged  in  the  distribution  of  labor  book  under  the  proper 
operating  or  construction  account  to  such  divisions.  This 
rule  embraces  employes  at  the  junction  of  two  or  more  divi- 


*  In  the  eTent  the  roll  Is  made  at  some  central  shop,  a  memoran- 
dum of  the  names  and  rates  paid  may  be  sent  by  subsidiary  shops  the 
latter  part  of  the  month  to  the  person  who  makes  the  pay  roll,  so  as 
to  anticipate  the  labor  as  much  as  possible.  This  rule  is  especially  to 
be  obserred  in  regard  to  the  time  of  shopmen,  track  and  station  em- 
ployes, etc.,  where  the  pay  roll  of  such  forces  is  made  at  some  central 
point. 
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sions,  employes  running  over  two  or  more  diyislons,  and 
others  similarly  engaged.  A  statement  of  the  amounts  thus 
charged  should  be  rendered  monthly  to  the  debtor  division  by 
the  official  making  the  charge. 

When  an  employe  works  in  common  for  two  or  more  de- 
partments on  a  division  the  whole  amount  of  his  pay  should 
be  entered  on  the  roll  of  one  of  the  departments  interested. 
The  department  thus  returning  the  time  should  ascertain  the 
distribution  of  the  time  worked  for  the  other  department,  and 
should  include  it  in  his  distribution  of  labor  book. 

The  following  rule  should  govern  in  reference  to  transfers 
within  the  same  department  of  service  on  a  division:  When 
the  place  of  employment  is  changed  during  the  month,  say 
from  one  station  to  another,  or  from  one  track  section  to 
another,  the  name  of  the  person  thus  transferred  should  be 
entered  on  the  roll  at  each  place  or  under  each  head  where 
engaged.  But  the  amount  due  for  services  should  only  be 
extended  opposite  the  last  place  where  employed;  at  this 
place  a  recapitulation  should  be  made  on  the  roll,  giving  his 
name,  the  various  places  where  he  worked,  separately,  occu- 
pation, time,  rate  and  wages;  following  and  opposite  this 
recapitulation  the  total  sum  due  him  should  be  carried  into 
the  "amount"  column.  At  each  of  the  places  (under  each  of 
the  heads)  where  engaged  during  the  month  the  name  should 
be  given,  also  occupation,  time  and  rate;  opposite  this  should 
be  noted  "transferred  to  page  number  — "  giving  page  and 
amount  of  wages  transferred.  The  observance  of  this  rule 
will  keep  the  record  of  service  intact  and  at  the  same  time 
prevent  a  name  appearing  on  a  roll  more  than  once  for  pay- 
ment. The  rule  applies  only  to  transfers  in  the  department 
of  labor  covered  by  a  particular  pay  roll.  If  an  employe  In  the 
train  service  of  a  division  should  be  transferred  to  its  station 
service,  the  name  and  wages  due  for  the  respective  kinds  of 
work  would  appear  on  the  roll  for  each,  and  so  on.  (An  ex- 
ception to  this  rule  is  made  in  the  case  of  engineers  and  fire- 
men having  shop  time,  or  vice  versa,  as  provided  herein.)  In 
making  the  engineer's  and  firemen's  pay  roll  a  memorandum 
should  be  made  opposite  each  name  of  shop  time  worked. 

Amounts  deducted  from  the  pay  of  employes  should  be 
entered  on  the  pay  roll  opposite  their  names,  in  the  column 
headed  "Deductions,"  giving  the  name  of  the  payee  in  each 
case. 

On  the  first  page  of  the  pay  roll  should  be  shown  the  aggre- 
gate amount  due  each  payee  for  deductions  made  from  wages 
due  employes.  This  statement  should  be  headed  "deductions 
from  the  pay  of  employes."  It  should  be  footed  and  the  total 
should  agree  with  the  gross  amount  of  the  column  in  which 
deductions    from  the    pay    of  employes    are    inserted.     The 
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receipt  of  the  payee  should  be  taken  in  every  case  by  the  pay- 
master at  the  time  of  payment. 

In  the  event  a  time  ticket  has  been  issued,  the  words 
"time  given"  should  be  noted  in  the  column  headed  "by  time 
ticket"  opposite  the  name  of  the  employe;  "ditto"  marks 
should  not  be  used,  but  the  vords  "time  given"  written  In  full 
in  each  case.  The  person  who  makes  the  roll  is  responsible 
for  the  Insertion  of  notations  of  this  nature  on  the  roll. 

After  the  pay  roll  is  written,  it  should  be  compared  with 
the  record  of  time  tickets  issued  during  the  month,  in  order 
to  see  that  all  such  entries  are  properly  marked  "time  given," 
and  to  verify  the  amount  of  wages  allowed. 

In  the  event  the  pay  of  an  employe  is  gamlsheed,  the  fact 
should  be  noted  in  the  same  way  opposite  the  name  of  the 
employe  on  the  pay  roll  by  the  official  to  whom  the  notice  is 
sent.  When  the  garnishment  is  released  or  the  suit  settled, 
the  date  and  particulars  thereof  must  also  be  noted  on  the  pay 
roll. 

In  the  event  of  the  decease  of  an  employe  to  whom  wages 
are  due,  the  pay  roll  should  be  marked  "Deceased"  in  the 
column  headed  "By  time  ticket,"  opposite  the  name  of  the 
employe. 

The  sheets  of  each  pay  roll  should  be  numbered  consecu- 
tively in  the  upper  right  hand  corner,  commencing  with  num- 
ber one. 

In  making  the  pay  roll,  the  name  of  the  official  or  officials 
in  charge  should  be  given  first,  then  the  clerical  force,  if  any; 
afterwards  the  names  of  the  employes  should  be  arranged  in 
alphabetical  order,  and  following  the  name  of  the  foreman  of 
each  gang. 

In  entering  the  names  on  the  pay  roll,  the  surname  should 
be  given  first;  afterward  the  Christian  name  in  full;  the 
Initials  also,  if  any;  thus:  "Howard,  Peter  C."  This  rule 
should  be  carefully  observed,  as  in  the  multiplicity  of  names 
that  appear  it  is  unavoidable  that  the  same  name  and  initial 
will  frequently  occur,  the  only  manner  in  which  they  can  be 
distinguished  being  the  Christian  name.  In  some  cases  this 
Is  also  the  same;  when  this  is  so,  a  distinct  number  should  be 
inserted  opposite  each,  so  as  to  distinguish  between  them. 

In  order  to  facilitate  payment  and  for  other  reasons,  the 
employes  on  each  pay  roll  should  be  numbered;  the  number 
may  be  entered  at  the  left  of  the  name. 

As  soon  as  a  roll  has  been  completed,  the  official  whose 
duty  it  is  to  render  the  distribution  of  labor  book  therefor 
should  send  a  comparative  statement  of  the  roll  to  the  divi- 
sion superintendent  interested,  so  that  the  latter  may  have 
early  advice  of  the  extent  of  the  expenditure  incurred. 

Each  pay  roll  should  be  bound  with  a  good  substantial 
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paper  cover,  in  the  office  where  it  is  made,  the  name,  number 
and  amount  of  the  roll  being  legibly  written  thereon.  Covers 
for  pay  rolls  should  be  kept  in  stock  by  the  stationer  so  that 
they  may  be  uniform  and  suitable. 

Pay  rolls  should  not  be  folded,  but  should  be  sent  forward 
under  covers  provided  by  the  stationer. 

In  making  the  pay  roll  and  in  certifying  thereto  no  inter- 
mediate or  blank  lines  should  be  left. 

The  certificates  of  the  correctness  and  authenticity  of  the 
pay  roll  should  be  made  on  the  last  sheet,  and  should  be 
signed  by  all  those  who  are  conversant  with  the  facts  or  in 
any  way  responsible  for  the  labor. 

At  shops  the  roll  should  be  certified  as  follows: 

First,  by  the  foreman.  If  there  are  two  or  more  foremen, 
each  should  certify  immediately  after  the  names  of  the  gang 
under  him. 

Second,  by  the  clerk  or  clerks  who  take  the  time.  In  the 
event  there  are  more  than  one,  their  certifications  must  fol- 
low immediately  after  the  last  of  the  names  of  the  employes 
of  whom  they  keep  the  time,  respectively. 

Third,  by  the  storekeeper,  or  head  timekeeper,  who  is 
responsible  for  the  general  correctness  of  the  account 

Fourth,  by  the  official  in  charge  of  the  shop  or  shops.  In 
the  event,  there  are  two  or  more  officials,  their  certifications 
should  follow  immediately  after  the  last  name  of  their  respec- 
tive forces. 

Fifth,  by  the  master  mechanic  or  superior  official  imme- 
diately responsible  for  the  labor  as  a  whole. 

Sixth,  by  the  division  superintendent,  general  superinten- 
dent, general  manager,  and  finally  by  the  officer  who  approves 
for  payment. 

When  a  pay  roll  reaches  the  paymaster  he  should  at  once 
cause  the  extensions  and  footings  to  be  carefully  re-examined, 
and  when  he  has  made  such  examination  and  corrected  all 
errors,  he  should  append  his  certificate  to  that  efPect. 

In  cases  where  employes  located  at  different  points  are 
grouped  in  one  pay  roll  made  at  some  central  point  say  for 
station,  train,  track,  yard,  and  other  scattered  forces  of  a  divi- 
sion, the  rules  and  regulations  that  require  the  local  officials 
in  charge  to  certify  to  the  correctness  of  the  pay  roll,  may  be 
dispensed  with,  as  such  certification  would  require  that  the  roll 
should  be  sent  to  them.  This  would  occasion  both  delay  and 
Inconvenience,  possibly  loss.  The  certification  of  these  offi- 
cials should,  however,  be  attached  to  ihe  time  books  or  sheets 
from  which  the  roll  is  made. 

The  general  form  of  certification  to  be  attached  to  each 
pay  roll  is  as  follows: 
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"I  certify  that  the  foregoing  men  were  employed  as  stated." 

Foreman. 

"I  hereby  certify  that  this  pay  roll  is  correct." 

Time  Clerk   19 . . . ., 

Storekeeper     19 ... . 

General  Foreman    19 ... . 

Master    Mechanic    19 

Supt.  M.  P.  &  M 19 

: Division    Superintendent . .  . .  19 . .  . . 

General    Superintendent ....  19  ... . 

Approved (General  Manager 19 ... . 

Approved  tor  payment Auditor   of   Expenditures .  . .  19 . .  . . 

Extensions  and  footings  examined  and  all  errors  corrected. 

Paymaster    19..... 

Separate  rolls  should  be  made  for  the  locomotive  and  car 
department  employes.  When  an  employe  works  for  both 
departments  the  heads  of  these  departments  should  specify 
on  which  roll  his  name  should  appear,  and  the  name  of  such 
employe  should  appear  on  such  roll  exclusively.  Unless  in- 
structed to  the  contrary,  however,  these  rolls  should  be  bound 
together  under  one  cover  and  recapitulated  on  the  last  page. 
On  these  rolls  the  certification  of  both  the  superintendent  of 
motive  power  and  machinery  and  the  superintendent  of  the 
car  department  should  be  provided  as  follows,  viz.: 

I  hereby  certify  that  the  foregoing   locomotive   department   roll   is 
correct. 

Supt.  M.  P.  &  M 19 . . 

I  hereby  certify  that  th'e  foregoing  car  department  roll  is  correct. 

Supt.    Car   Dept 19 . . 

The  duty  of  certifying  to  the  pay  roll,  it  should  be  remem- 
bered, is  not  a  mechanical  one,  but  one  of  vital  consequence 
to  the  company.  It  should  be  done  intelligently  and  with  a 
due  understanding  of  the  responsibilities  that  attach  to  such 
certification. 

ESach  one  who  certifies  to  a  roll  is  responsible  to  the  extent 
of  his  knowledge  and  discretion.  This  is  especially  true  iu 
regard  to  the  local  officials  who  make  the  pay  roll  or  who 
have  personal  knowledge  of  the  facts  it  contains.  Thus,  the 
foreman  should  never  in  any  case  certify  to  the  correctness 
of  a  roll  until  he  has  carefully  examined  the  list  of  names, 
also  the  rates  paid  and  the  time  each  man  has  worked.  The 
certification  of  the  foreman,  it  may  be  said,  should  have  the 
effect  to  prevent  material  inaccuracies,  as  he  knows  personally 
the  name  of  every  employe;  his  certification  affords  the  best 
evidence  possible  that  the  figures  of  the  timekeeper  are  sub- 
stantially correct 
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Amounts  due  to  parties  for  deductions  from  pay  of  em- 
ployes should,  in  the  absence  of  instructions  to  the  contrary, 
be  paid  only  by  the  paymaster. 

The  appliances  of  the  paymaster  for  paying  the  rolls  are 
especially  designed  to  meet  the  convenience  of  employes  and 
the  needs  of  the  company,  and  he  is  expected  and  required  to 
pay  each  and  every  employe,  except  when  payment  Is  made  by 
time  ticket  to  those  who  leave  the  service  of  the  company,  or 
are  transferred  from  one  division  or  department  to  another. 

A  particular  time  should  be,  so  far  as  possible,  designated 
for  paying  the  force,  according  to  the  labor  required  In  ex- 
amining the  accounts,  completing  the  pay  rolls  and  making 
other  and  necessary  preparations.  It  will  vary  according  to 
the  exigencies  of  the  service.  Employes  are  expected,  how- 
ever, to  wait  for  their  wages  until  the  paymaster  is  ready  to 
pay  them.  But  when  a  person  leaves  the  service  of  the  com- 
pany and  cannot  await  the  usual  course  of  payment  without 
inconvenience  or  hardship,  or  is  disinclined  to  do  so  and  there 
is  no  reason  for  withholding  his  pay,  the  officer  who  makes 
the  roll  should  make  time  ticket  or  in  case  the  pay  roll  has 
been  made,  communicate  with  the  paymaster  In  reference  to 
the  matter  so  that  he  may  send  check  for  the  amount  or  make 
payment  in  person. 

Whenever  a  gang  of  men  is  to  be  discharged,  the  paymas- 
ter should  be  notified  in  advance  so  that  he  can  arrange  for  its 
payment.  It  Is  desirable  to  avoid  the  issuing  of  letters  of 
identification  or  time  tickets  under  such  circumstances,  if  pos- 
sible. Risk  may  be  avoided  and  the  men  accommodated  by 
the  paymaster  giving  the  matter  attention. 

No  one  in  the  service  of  a  company  should  be  allowed  to 
traffic  in  the  wages  of  the  employes  or  to  discount  their  pay. 
A  company  should  meet  every  reasonable  and  proper  require- 
ment in  this  direction  without  the  intervention  of  others. 

Time  Tickets* — Issuing  Same. — ^A  time  ticket  Is  a  certifi- 
cate of  wages  due  the  person  in  whose  favor  it  is  made. 

The  utmost  circumspection  should  be  exercised  by  those 
who  are  in  any  way  concerned  in  Issuing  these  important 
documents,  the  same  care,  in  fact,  that  would  be  exercised  in 
issuing  a  check  on  a  bank,  or  making  payment  In  any  other 
manner. 

Blank  drafts,  time  tickets,  letters  of  advice,  orders  on  pay- 
master and  similar  documents  should  be  kept  locked  in  a  safe 
or  other  secure  place  where  they  will  be  accessible  only  to 
those  authorized  to  use  them. 

In  no  case  should  a  time  ticket  be  signed  or  countersigned 
until  the  persons  who  perform  such  duty  have  assured  them- 
selves that  the  ticket  is  correct  in  every  particular  and  in 
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accordance  with  the  facts,  and  that  the  service  has  been  per- 
formed as  stated. 

For  the  better  protection  of  the  company  and  the  employe 
and  to  obviate  any  doubt  as  to  the  terms  and  conditions  upon 
which  every  time  ticket  is  issued,  the  following  form  of  agree- 
ment is  printed  on  the  back  of  the  ticket;  this  agreement  the 
payee  is  required  to  sign  at  the  time  the  ticket  is  delivered 
to  him: — 

Agreement  Upon  the  Part  of  Payee. 

"This  Time  Ticket,  upon  which  payment  for  wages  is  made,  is  ac- 
"cepted  by  me  in  full  payment  for  services  of  every  name  and  nature 

"for  the    Railway  Company,  or  companies  owned  or 

"controlled  by  it,  up  to  and  including  the  time  specified  herein. 

*'It  is  accepted  by  me  subject  to  the  rules  and  regulations  of  the 
"company  on  whose  account  it  is  is^ed.  I  agree  not  to  negotiate  it 
"or  attempt  to  collect  it  through  any  bank  or  collection  agency,  but  to 
"present  it  in  person  to  the  paymaster  of  the  company,  or  such  agent 
"as  may  be  authorized  to  pay  it. 

"It  is  also  understood  and  agreed  to  by  me,  as  witnessed  by  my  sig- 
"nature  hereto,  that  in  the  event  I  should  lose  this  ticket,  or  it  should 
"otherwise  pass  out  of  my  hands,  and  in  consequence  the  amount  called 
"for  should  be  paid  to  a  wrong  person,  I  will  not  hold  the  company  re- 
"sponsible  for  the  amount" 

Signature  of  Payee,  i.  e.,  person  to  whom  this  ticket  la  iaatied. 

Witness 

Title 

Another  and  an  important  purpose  that  will  be  served  by 
the  foregoing  agreement  which  the  payee  signs,  is  that  it  will 
enable  him  to  secure  the  sum  due  him  with  the  minimum 
amount  of  trouble.  It  will  facilitate  his  identification  in  pre- 
senting the  ticket  for  payment  It  renders  it  unnecessary  for 
him  to  hunt  up  witnesses.  The  payee  must  personally 
sign  his  name  to  the  agreement  If  he  cannot  write,  he  must 
make  his  mark.  tThis  must  be-  done  at  the  time  the  ticket  is 
delivered  to  him  and  in  the  presence  of  the  person  issuing  it, 
who  must  sign  as  a  witness.  In  those  cases  where  the  person 
issuing  the  ticket  does  not  personally  deliver  it  to  the  payee, 
the  agreement  must  be  signed  in  the  presence  of,  and  must  be 
witnessed  by,  the  official  who  does  deliver  it.  The  signatures 
of  those  who  act  as  witnesses  must  be  known  to  the  paymaster 
and  agents  of  the  company  who  may  be  called  upon  to  pay 
time  tickets. 

When  it  Is  impossible  for  the  person  issuing  the  time  ticket 
to  deliver  the  same  to  the  payee  personally,  he  will  forward 
the  ticket  as  directed  and  send  with  same  an  Identification 
Blank,  properly  filled  up,  to  insure  the  ticket  being  delivered 
to  the  proper  person.* 

Before  delivering  the  time  ticket  to  the  payee,  the  maker 
should  call  the  payee's  attention  to  the  nature  of  the  agree- 
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ment  printed  on  the  back  of  the  ticket,  and  when  the  payee 
cannot  read,  the  agreement  should  be  read  to  him  by  the 
maker,  so  that  in  signing  same  he  will  do  so  understandingly. 
In  all  cases  where  the  payee  cannot  write  (and  is  unknown  to 
the  payor)  he  must  be  given  an  Identification  Blank,  properly 
filled  up,  so  as  to  insure  the  amount  being  paid  to  the  proper 
person. 

It  should  be  the  duty  of  the  stationery  storekeeper,  under 
the  advice  of  the  proper  officials,  to  furnish  blank  time  tickets 
to  such  agents  and  others  as  have  occasion  to  use  them.  They 
should  not  be  furnished  promiscuously,  but  only  to  those  who 
have  employes  under  them,  who  are  coming  and  going  and 
require  to  be  paid  when  they  leave  the  service;  at  other  places 
a  blank  time  ticket  may  be  furnished  when  occasion  to  use  it 
arises. 

Requisitions  on  the  stationery  storekeeper  for  blank  time 
tickets  should  be  approved  by  a  responsible  officer  before 
being  honored. 

A  careful  record  should  be  kept  by  the  stationery  store- 
keeper of  the  persons  to  whom  blank  time  tickets  tfre  issued. 

Time  tickets  should  be  numbered  consecutively  by  the 
printer,  and  no  two  tickets  should  bear  the  same  number. 

In  order  to  minimize  the  risk,  no  time  ticket  should  be 
issued  for  a  sum  exceeding  $150.00. 

A  time  ticket  should  show  the  name  of  the  employe,  the 
time  worked,  rate,  occupation,  place  and  amount. 

The  reason  for  issuing  a  time  ticket  should  in  every  case 
be  stated  on  the  face  thereof.  Thus,  if  the  payee  is  no  longer 
in  the  employ  of  the  company,  it  should  be  marked  "left  the 
service;''  if  he  has  been  detailed  to  another  division,  it  should 
be  marked  "transferred  to  blank  division,"  and  so  on. 

In  order  to  enforce  responsibility  and  insure  the  preser- 
vation of  the  record  of  each  ticket  issued  and  the  proper  nota- 
tion thereof  on  the  pay  roll  opposite  the  employe's  name,  it 
is  required  that  each  ticket  should  be  signed  by  the  xespon- 
sible  officer  in  whose  department  the  employe  works. 

It- should  be  countersigned  in  every  case  by  the  timekeeper 
or  timekeepers. 

Tickets  issued  at  shops  should  be  signed  by  the  store- 
keeper and  countersigned  by  the  master  mechanic. 

Tickets  issued  to  employes  at  stations,  upon  trains  and  in 
connection  with  the  track  and  bridge  and  building  service, 
should  be  signed  by  the  official  who  makes  the  pay  roll  for 
such  forces,  and  countersigned  by  the  person  or  persons  who 
keep  account  of  the  time  and  make  return  thereof. 

It  is  the  duty  of  the  person  who  makes  the  pay  roll  to  see 
that  it  is  marked  "time  given"  opposite  the  name  of  every 
employe  to  whom  a  ticket  has  been  issued.    Neglect  to  do  this 
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should  entail  personal  responsibility  for  any  loss  the  company 
may  suffer  In  consequence  thereof. 

A  time  ticket  should  not  be  delivered  to  the  payee  until 
it  is  both  signed  and  countersigned.  When  this  precaution  is 
disregarded  the  payee  neglects  in  many  instances  to  have  the 
ticket  perfected  and  is  put  to  much  delay  and  inconvenience 
In  consequence,  as  no  ticket  can  be  paid  where  these  formali- 
ties are  not  observed.  If  an  emergency  should  arise  rendering 
it  necessary  to  disregard  the  rule  in  respect  to  signatures,  the 
ticket  should  be  enclosed  in  an  envelope  sealed  and  addressed 
to  the  person  who  is  required  to  sign  it,  and  the  payee  specific- 
ally directed  to  go  to  such  person  and  obtain  his  signature, 
otherwise  payment  will  be  refused.  Such  an  emergency  will 
sometimes  arise,  it  is  proper  to  say,  when  the  persons  who 
sign  are  located  at  different  points  and  the  necessary  signa- 
tures cannot  otherwise  be  procured  without  greatly  incon- 
yeniencing  the  payee.  In  all  ordinary  cases,  and  where  the 
parties  are  located  near  each  other,  all  the  signatures  should 
be  attached  to  the  ticket  before  it  is  delivered. 

In  filling  up  a  time  ticket  ink  should  be  used  or  other  ma- 
terial impossible  to  be  changed  or  canceled  without  detection. 

The  time  ticket  should  be  filled  up  in  exact  accordance 
with  the  requirements  of  the  blank. 

The  name  and  amount  written  in  the  body  of  the  time 
ticket  should  commence  close  to  the  left  in  the  spaces  provided; 
the  unoccupied  space  should  be  filled  in  with  an  irregular  line. 
When  the  amount  of  the  time  ticket  does  not  include  the  frac- 
tion of  a  dollar,  the  character  shown  below  should  follow  im- 
mediately after  the  written  amount,  and  an  irregular  line 
should  be  drawn  through  the  unused  portion  of  the  space  pro- 
vided, terminating  with  a  similar  character,  thus: 

Vorty-flve  ^tt:^iM%^<Mw>^^i^%i^ww«i)'wwwiw^^^  Dollars,  f46^^ft^^^^^,,^^,^^^^,^i^^^, 
This  character  should  not  be  employed  when  the  amount  in- 
cludes the  fraction  of  a  dollar,  the  proper  way  being  to  write 
the  fraction  closely  following  the  written  amount  in  dollars, 
drawing  an  irregular  line  through  the  unused  space,  for  ex- 
ample: 

Forty-ftv6  ^k  ^^^w^^^^^^^^^^^^im^^  Dollars,  %45^^^^^^i^^^^^s^^,^^^\y\ 
Neither  the  word  "and**  nor  the  character  "&"  must  be 
used  between  the  amount  in  dollars  and  the  fraction,  nor  be- 
tween the  different  words  making  the  written  amounts.  When- 
ever the  amount  of  a  time  ticket  is  for  a  fraction  of  a  dollar  it 
should  be  written  as  follows: 

Cents  only  Wk^^^^^^^^^^^^^^^N^^Mi^^^^N^w^i^^^DollarB,  $Mi-v-uxru%jT.fx^-uru-cw. 
Alterations  or  erasures  should  not  be  made  on  the  face  of  a 
time  ticket.    When  an  error  or  inaccuracy  occurs  which  neces- 
sitates an  alteration  or  erasure,  the  ticket  should  be  canceled 
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by  being  punched  and  the  signatures  destroyed.  The  ticket 
thus  destroyed  should  be  left  In  the  time  ticket  book  in  its 
proper  place. 

A  time  ticket  should  never  contain  the  name  of  more  than 
one  person,  1.  e.,  a  time  ticket  should  be  made  for  each  person 
except  as  provided  for  below. 

When  a  large  number  of  men  leave  the  service  in  a  body 
involving  the  labor  of  making  a  considerable  number  of  tick- 
ets, a  time  ticket  pay-sheet  blank  may  be  substituted.*  This 
blank  provides  for  making  the  time  ticket  pay-sheet  and  a 
record  at  one  writing  by  means  of  carbon  sheets,  and  the 
record  should  be  filled  out  and  retained  in  every  case.  This 
form  permits  the  insertion  of  a  large  number  of  names  on  one 
sheet.  It  is  a  time  ticket  to  all  intents  and  purposes  and 
should  be  governed  by  the  same  conditions.  The  names  and 
other  particulars  should  be  entered  in  appropriate  places,  and 
the  receipt  of  the  payee  taken  in  each  instance  in  the  column 
provided  opposite  the  name.  Time  ticket  pay-sheets  thus  paid 
should  be  stamped  by  the  agent  or  person  paying  them  on  the 
date  they  are  paid.  When  men  are  paid  in  this  manner  on 
time  ticket  pay-sheets,  the  amount  entered  in  the  column  ''paid 
on  account,"  it  will  be  understood,  should  be  withheld  from 
the  total  wages  of  the  payee  by  the  person  paying  same. 

The  time  ticket  should  be  given  directly  to  the  payee  for 
presentation  by  him  for  payment. 

In  the  event  of  the  death  of  an  employe,  a  time  ticket 
should  be  issued  for  the  amount  due,  stating  on  its  face  that 
the  employe  is  dead;  this  should  be  forwarded  to  the  general 
accounting  officer.  At  the  same  time  the  general  claim  agent 
should  be  notified  of  the  issuance  and  disposition  of  the  ticket 
by  the  person  making  it,  so  that  he  may  take  measures  to  see 
that  it  is  paid  to  the  right  parties. 

When  an  employe  leaves  the  service  before  the  pay  roll 
has  been  sent  forward  to  headquarters,  a  time  ticket  may  be 
given  him  (under  the  rules)  for  the  amount  payable  to  him 
at  that  time. 

Time  tickets  should  not  be  given  after  the  pay  roll  has 
been  sent  forward  without  first  advising  the  general  ac- 
counting officer  or  paymaster,  and  receiving  a  written  reply, 
that  the  roll  has  been  marked  opposite  the  person's  name, 
"time  given."  After  such  reply,  and  not  before,  a  ticket  may 
be  given. 

All  notices  to  mark  pay  rolls  "time  given"  should  give 
the  name  and  number  of  the  employe;  also  the  name  of  roll 
and  amount  due. 

Time  tickets  should  not  be  given  to  persons  whose  pay  has 
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been  garnisheed  or  for  any  reason  withheld,  except  by  permiB- 
8ion  of  the  proper  officer. 

Before  issuing  a  time  ticket,  care  should  be  taken  to  see 
that  the  amount  of  any  order  which  may  have  been  given 
on  account  of  the  company,  or  in  which  it  is  interested,  or 
for  which  it  is  responsible,  or  for  which  the  payee  is  properly 
responsible,  is  first  deducted.  In  such  cases,  the  amount  of 
the  deduction  should  be  noted  on  the  time  ticket,  also  on  the 
pay  roll. 

Every  precaution  should  be  adopted  to  prevent  over-pay- 
ment. 

Whenever  any  one  who  handles  the  funds,  stores  or  other 
property  of  the  company,  leaves  its  service,  such  portion  of 
his  pay  should  be  retained  until  his  accounts  can  be  audited, 
as  may  be  necessary  to  protect  the  company  against  loss. 

When  the  aticounts  of  such  persons  have  been  audited,  it 
is  the  duty  of  the  proper  officials  to  see  that  any  balance  of 
pay  to  their  credit  is  remitted  to  them  as  soon  thereafter  as 
possible,  unless  there  should  be  some  reason  for  withholding 
the  amount  still  further.  In  the  majority  of  cases  the  with- 
holding of  any  portion  of  the  wages  of  an  employe  causes 
him  inconvenience,  and  is  sometimes  a  severe  hardship;  no 
unnecessary  delay  should,  therefore,  under  any  circumstances, 
attend  payment. 

When  an  agent  leaves  the  service,  or  is  transferred  to  an- 
other division,  a  time  ticket  should  be  sent  to  the  traveling 
auditor  making, the  transfer,  for  all  wages  due  the  retiring 
agent,  except  twenty-five  dollars,  which  latter  amount  should 
be  withheld,  awaiting  the  final  auditing  of  his  accounts.  If 
the  traveling  auditor  finds  the  afPairs  of  the  agent  to  be  satis- 
factory, he  should  deliver  the  time  ticket  to  him;  otherwise 
he  should  note  across  its  face,  "to  be  credited  in  account," 
and  remit  it  to  the  general  accounting  officer  to  be  credited 
to  the  agent  pending  the  settlement  of  his  accounts. 

The  whole,  or  a  portion  of  the  pay  of  a  conductor  who 
leaves  the  service  should  be  withheld  until  his  accounts  are 
examined  and  balanced,  and  the  property  in  his  possession 
turned  over  to  the  company.  No  conductor  should  be  paid 
by  time  ticket  or  otherwise  (or  at  most  only  for  a  part)  until 
advice  has  been  received  from  the  ticket  auditor  that  the 
property  in  his  possession  has  been  accounted  for,  and  his 
accounts  balanced.  As  soon  as  the  ticket  auditor  has  com- 
pleted his  investigations,  he  should  forthwith  send  notice  of 
the  disposition  to  be  made  of  the  wages  of  the  conductor. 

When  a  time  ticket  is  issued  for  a  part  of  the  pay  of  an 
agent  or  conductor,  as  indicated  above,  the  roll  should  be 
marked  "time  ticket  issued  for ,"  noting  the  sum.    In  ref- 


280  SAFEGUARDING  EXPENDITURES. 

erence  to  the  balance  of  pay  due,  the  roll  should  be  marked: 
"hold  balance  subject  to  settlement  of  account." 

In  order  further  to  prevent  misunderstanding  or  loss  to 
the  company,  everyone  who  handles  its  funds  or  securities 
should  be  required  to  sign  an  agreement  permitting  the  com- 
pany to  withhold  his  pay»  or  any  portion  thereof,  upon  his 
leaving  its  service,  until  his  accounts  can  be  audited  and 
his  indebtedness  accurately  determined.  The  form  of  agree- 
ment should  be  as  follows,  viz.:— "It  is  hereby  agreed  that 
in  case  the  employe  whose  name  is  attached  hereto  shall  quit 
the  service  of  the  blank  company,  or  be  discharged  therefrom, 
the  said  company  shall  have  the  right  to  withhold  any  sum 
which  may  be  due  him,  until  after  his  accounts  have  been 
examined  and  audited,  and  in  all  cases  until  the  regular  pay 
day  of  the  company." 

Note. — Superintendents  of  dlvlsiona,  civil  engineers  and  others  re- 
sponsible for  labor,  who  sign  time  tickets  for  employes  scattered  along 
the  line,  may  furnish  blank  time  tickets  for  the  use  of  their  aubor- 
dinates,  as  required.  But  in  every  case  they  should  keep  a  record  of 
each  blank  issued,  to  prevent  Improper  use  and  to  prevent  a  ticket  being 
paid  without  a  record  being  made  on  the  pay  roll  of  its  issuance. 

Request  fob  a  Time  Ticket.* — At  shops  and  other  places 
where  a  large  number  of  men  are  employed,  a  written  re- 
quest should  be  given  by  the  foreman  to  the  person  to  whom 
it  is  desired  to  issue  a  time  ticket.  This  request  should  be 
presented  by  the  payee  to  the  person  whose  duty  it  is  to 
make  the  ticket.  After  the  request  has  been  filled  it  should 
be  canceled  and  the  date  of  the  issue  of  the  time  ticket  noted 
in  ink  across  its  face.  It  should  then  be  filed  away  for  con- 
venient use  and  reference. 

Whenever  the  person  to  whom  a  "request  for  time  ticket'* 
Is  given  is  not  known  to  the  person  whose  duty  it  is  to  give 
him  the  time  ticket,  he  should  be  identified  to  the  latter  by 
means  of  an  identification  blank  properly  filled  up.f 

The  form  of  request  is  also  designed  for  use  in  those  cases 
where  the  ofilclals  who  sign  and  countersign  the  time  ticket 
are  located  at  a  distance.  It  is  intended  for  agents,  track- 
men, conductors,  and  similar  employes  who  are  required  to 
make  requisition  on  a  division  superintendent  or  other  officer 
for  a  time  ticket. 

It  is  desired,  however,  that  the  time  ticket  Itself  should, 
whenever  practicable,  be  used  in  such  cases  Instead  of  a 
"request."  When  the  time  ticket  is  used  in  such  cases  it 
should  be  filled  up  In  due  form  and  countersigned  by  the 
timekeeper  and  agent,  conductor,  roadmaster,  or  other  per- 
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son  or  persons  who  keep  the  time  or  are  immediately  respon- 
sible therefor.  The  ticket  thus  made  and  countersigned 
should  be  forwarded  by  express  or  other  secure  means  to  the 
official  who  is  to  sign  it;  when  signed  by  him  and  the  nec- 
essary record  of  its  issuance  made  for  entry  on  the  pay  roll, 
it  should  be  returned  to  the  person  Issuing,  by  express  or 
other  secure  means. 

It  is  the  duty  of  the  person  who  honors  a  request  for  a 
time  ticket  or  who  signs  a  time  ticket,  to  assure  himself  that 
the  service  has  been  performed  as  stated.    • 

Payment  of  Time  Tickets. — Time  tickets  issued  in  accord- 
ance with  the  regulations  of  a  company  governing  such  mat- 
ters should  be  payable  by  agents  and  other  authorized  offi- 
cials after  being  properly  endorsed. 

Agents  should  only  pay  time  tickets  Issued  by  authorized 
officials  having  Jurisdiction  over  the  division  upon  which 
their  station  is  located,  unless  special  requisition  is  made 
upon  them  to  do  so  by  a  responsible  official  of  the  company. 

The  same  care  should  be  exercised,  so  far  as  possible,  in 
the  payment  of  time  tickets  that  is  enforced  by  banks  and 
other  institutions  in  the  payment  of  checks,  drafts,  and  simi- 
lar evidences  of  debt. 

The  person  who  pays  the  ticket  should  be  assured  in  every 
Instance  that  it  has  been  issued  by  authorized  officials,  and 
that  it  conforms  in  all  respects  to  the  requirements  of  the 
company. 

Paymasters  and  agents  should  not  be  authorized  to  pay 
time  tickets  unless  they  know  the  person  presenting  the  same 
to  be  the  one  named  in  the  document,  and  in  the  event  they 
do  not  know  him,  they  should  cause  him  to  be  identified  by 
a  responsible  party  precisely  as  banks  would  under  similar 
circumstances,  or,  if  this  is  not  practicable,  by  means  of  the 
identification  blank  provided  for  such  purpose.*  This  fact, 
being  known  in  advance,  by  those  who  issue  tickets,  they 
should,  to  save  the  payee  inconvenience,  take  measures  to 
have  him  identified  in  the  event  he  is  not  known  by  the  per- 
son whose  duty  it  is  to  pay  him. 

In  no  case  should  a  time  ticket  be  honored  unless  pre- 
sented by  the  person  in  whose  favor  it  is  made. 

As  the  rules  and  regulations  under  which  time  tickets  are 
made  by  the  company  cannot  be  known  except  to  its  author- 
ized officials,  it  is  impossible  that  they  should  be  purchased 
or  negotiated  by  others  (or  issued  under  such  conditions) 
without  undue  risk.  For  these  and  other  reasons,  they  should, 
therefore,  not  be  paid  except  to  the  person  in  whose  favor 
they  are  drawn.  This  fact  is  plainly  printed  on  the  face  of 
each  ticket  They  are,  therefore,  not  valid  except  In  the  handa 
of  the  employe  to  whom  issued. 


*  Form  71,  Appendix  D. 


282  SAFEOUARDING  EXPENDITURES, 

When  a  time  ticket  is  presented  for  payment,  the  person 
paying  the  same  should  require  it  to  be  endorsed  by  the  per- 
son presenting  it.  If  the  endorsement  conforms  to  the  signa- 
ture of  the  payee  written  at  the  time  the  ticket  was  delivered 
to  him,  it  will  afford  corroborative  evidence  that  the  ticket 
is  presented  by  the  proper  person.  If  the  payee  cannot  write, 
he  should  be  required  to  make  his  mark,  which  mark  should 
be  witnessed  by  some  disinterested  and  responsible  person 
before  the  ticket  is  paid.* 

The  discounting  of  the  pay  of  employes  is  contrary  to  the 
wishes  and  intention  of  a  company  and  the  Interests  of  the 
employe.  It  is  the  design  of  a  company  to  pay  all  wages 
promptly  and  without  rebate,  when  due.  This  it  should  do. 
There  can,  consequently,  be  no  necessity  for  anyone  who  has 
wages  due  him  negotiating  his  pay.  No  one  in  the  service  of 
a  company  should  be  permitted  to  buy  or  discount  the  pay 
of  an  employe. 

When  a  time  ticket  is  presented  to  an  agent  who  cannot 
pay  same,  the  person  holding  the  ticket  should  be  referred  to 
some  agent  who  can  pay  it,  or  the  matter  should  be  referred 
to  the  general  accounting  officer  or  paymaster. 

Whenever  the  receipts  of  a  station  are  not  likely  to  be 
sufficient  to  pay  the  wages  of  men  leaving  the  service  of  a 
company,  payable  at  such  station,  the  general  accounting  offi- 
cer or  paymaster  should  be  notified  in  advance,  so  that  the 
x^ecessary  funds  may  be  provided  to  meet  the  emergency. 

When  a  large  number  of  men  leave  the  service  daily,  at  a 
particular  point,  as  sometimes  happens  on  construction  work, 
and  the  agent's  collections  are  not  sufficient  to  pay  the  time 
tickets,  arrangements  should  be  made  (through  the  general 
accounting  officer)  with  a  local  bank  to  pay  them,  and  at  the 
close  of  each  day  the  agent  should  give  the  bank  a  draft  on 
the  general  accounting  officer  in  exchange  for  the  time  tickets 
paid  during  the  day.  The  time  tickets  should  be  stamped  by 
the  agent  with  the  station  stamp  and  remitted  direct  to  the 
general  accounting  officer  as  a  special  remittance,  to  the 
agent's  credit,  to  offset  the  draft  he  has  drawn.  In  the  event 
It  is  impracticable  to  make  such  arrangements,  a  working 
fund,  sufficient  to  meet  the  demands,  should  be  arranged  for 
through  the  general  accounting  officer. 

The  prompt  payment  of  time  tickets  is  especially  desired 
by  a  company,  and  all  who  hold  them  should  be  requested  to 
present  them  without  delay  for  payment,  and  every  reason- 


*  The  witnessing  of  the  cross,  as  provided  for  ahove,  is  not  designed 
to  he  so  much  an  identification  of  the  payee  as  it  Is  of  the  fact  that  the 
amount  has  been  paid  by  the  paymaster,  or  other  agent  of  the  com- 
pany, in  good  faith. 
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able  and  proper  facility  should  be  extended  to  those  who  hold 
them  to  get  their  pay. 

It  is  desirable  that  men  who  leave  the  service  of  the  com- 
pany (on  whose  account  time  tickets  are  Issued)  should  be 
paid  without  delay  on  the  division  where  they  worked. 

Time  tickets  issued  in  the  vicinity  of  the  office  of  the  pay- 
master (and  in  other  cases  when  practicable  and  convenient) 
should  be  presented  for  payment  directly  at  such  office,  by 
the  person  in  whose  name  they  are  drawn. 

Whenever  discharged  men  are  sent  to  headquarters  or  else- 
where for  their  pay,  they  should  be  furnished  with  specific 
instructions  as  to  where  they  are  to  get  their  pay,  of  whom, 
amount,  etc. 

The  person  who  pays  a  time  ticket  cannot  act  as  a  witness 
to  the  endorsement  thereon. 

When  there  is  a  deduction  for  any  reason  from  the  amount 
due  the  payee,  only  the  net  amount  should  be  paid  by  the 
agent  Any  amount  that  may  be  due  by  payee  for  board,  or 
for  any  other  purpose  (as  per  deduction  upon  the  time  ticket) 
should,  in  the  absence  of  instructions  to  the  contrary,  be 
settled  directly  by  the  paymaster  or  general  accounting  offi- 
cer. 

After  a  time  ticket  has  been  paid  by  an  agent  it  should  be 
stamped  with  the  station  stamp  on  its  face,  also  on  its  back, 
underneath  the  endorsement  of  the  payee.  It  should  then 
forthwith  be  sent  to  the  paymaster. 

In  order  to  avoid  loss,  agents  and  others  who  pay  time 
tickets  should  keep  themselves  advised  in  regard  to  those  who 
are  authorized  to  issue  the  same,  the  names  that  should  be 
attached  and  such  other  particulars  as  may  be  necessary. 

In  order  to  further  this  purpose,  division  superintendents 
should  notify  agents  in  writing  of  the  names  of  persons  who 
are  authorized  to  sign  time  tickets  for  their  respective  divi- 
sions. 

In  the  event  an  employe  whose  pay  is  gamisheed  should  be 
given  a  time  ticket  through  mistake,  such  time  ticket  should 
not  be  paid;  but  the  person  to  whom  it  is  presented  for  pay- 
ment should  write  the  word  "gamisheed"  across  the  face  of 
such  ticket,  and  should  then  take  the  same  up  and  return  it 
to  the  official  who  signed  it. 

Time  tickets  should  be  made  invalid  If  not  presented  for 
payment  within  thirty  days  from  their  date.  This  fact  should 
be  printed  on  the  face  of  each  blank.  This  provision  should 
be  rigidly  enforced,  as  it  Is  designed  that  tickets  should  be 
presented  for  payment  without  delay  by  those  who  hold  them, 
and  especial  provision  is  made  to  accomplish  such  result 
without  inconvenience  or  expense  to  the  holder. 

In  the  event  a  time  ticket  is  presented  that  has  expired  by 
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limitation,  as  provided  in  the  preceding  paragraph,  notice  of 
the  fact  should  forthwith  be  seat  to  the  paymaster,  giving 
him  the  name  of  the  payee,  his  present  address,  the  kind  of 
service  performed  for  which  the  ticket  was  issued,  amount 
due  the  payee  and  the  names  of  the  persons  issuing  and  coun- 
tersigning the  ticket  and  the  date  of  issuance  thereof.  But 
the  ticket  should  not  be  paid  without  a  special  order  to  that 
effect  from  the  paymaster.  Such  tickets  may,  however,  be 
paid  at  the  discretion  of  the  paymaster  or  general  accounting 
officer  if  bona  fide  in  their  nature. 

But  in  no  case  should  wages  be  paid  on  the  roll  in  a  case 
where  a  time  ticket  has  been  given,  without  the  presentation 
of  such  ticket,  or  unless  it  has  been  duly  and  properly  can- 
celed. Except  that  in  the  event  of  the  loss  of  a  time  ticket 
the  payee  may  be  paid,  as  provided  for  below. 

In  the  event  a  time  ticket  is  lost,  notice  should  be  issued 
forthwith  (by  the  official  who  signed  it)  to  all  agents  and 
officials  authorized  to  pay  the  same,  directing  payment  to  be 
stopped.  As  it  is  extremely  difficult  and  inconvenient  to  keep 
a  record  of  documents  of  this  kind,  and  as  the  danger  is  al- 
ways great  that  they  may  be  paid  inadvertently,  the  utmost 
care  should  be  taken  to  prevent  loss.  In  furtherance  of  this 
they  should,  in  every  case,  be  forwarded  by  express,  or  in 
some  other  way  equally  secure,  when  being  sent  back  and 
forth  on  the  line.  When  a  time  ticket  is  lost,  the  person 
losing  it  should  be  required  to  file  with  the  general  account- 
ing officer  a  good  and  sufficient  bond  of  indemnity  before  a 
duplicate  can  be  issued.* 

The  endorsement  of  the  payee  on  the  back  of  a  ticket  is  a 
sufficient  receipt  for  the  payment  thereof. 

It  should  be  kept  in  mind  constantly  by  those  who  pay 
time  tickets  that  no  one  except  the  person  in  whose  name  a 
time  ticket  is  drawn  is  authorized  to  endorse  the  same,  unless 
he  does  it  as  an  administrator,  legal  guardian,  or  possesses 
a  power  of  attorney,  in  which  case  the  authority  should  be 
pinned  to  the  ticket.  Any  endorsement  of  a  ticket  by  an  un- 
authorized person  is  fraudulent  and  renders  the  person  mak- 
ing it  liable  to  prosecution,  and  no  credit  can  be  allowed  for 
paying  such  .a  ticket.t 

Cancelation  of  Time  Tickets. — In  order  to  limit  responsi- 
bility and  for  other  necessary  reasons,  time  tickets  not  paid 
within  thirty  days  of  their  issuance  are,  according  to  the 
express  terms  of  the  instrument,  made  void.  Therefore,  when 
they  remain  in  the  hands  of  agents  and  others  unpaid  after 
the  expiration  of  thirty  days,  they   should   be   canceled   and 


•  See  Form  77.  Appendix  D. 

t  This  rule  should  apply  also  to  vouchers,  drafts,  checks,  and  othor 
Instruments  requiring  the  receipt  or  endorsement  of  the  payee. 
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forwarded  to  the  paymaster.  The  form  of  cancelation  should 
be  by  noting  "Canceled;  not  called  for"  across  the  face  of 
the  document  This  certification  should  be  dated,  and  signed 
by  the  person  making  it. 

Upon  its  receipt  the  paymaster  should  erase  the  words 
"Time. given"  from  the  pay  roll  and  note  thereon  the  date 
the  ticket  was  canceled  by  him,  as  say,  "Time  ticket  can- 
celed May  31st,  19 — ;"  he  should  furthermore  mark  across 
the  face  of  the  ticket  "Canceled  May  31st,  19 — ,"  and  sign 
his  name  thereto. 

He  should  then  destroy  the  signatures  to  the  ticket  and 
forthwith  return  it  to  the  person  who  made  it.  It  is  the  duty 
of  the  latter  to  make  a  notation  on  the  record  to  the  effect 
that  it  has  been  canceled  and  place  the  original  ticket  in 
the  time  ticket  record  book. 

Afterward,  in  the  event  the  person  in  whose  name  the 
ticket  was  made  calls  for  the  same,  he  should  be  referred  to 
the  paymaster  who  should  adjust  the  account. 

Letter  op  Advice  and  Identification.* — This  form  should 
be  used  to  notify  the  paymaster  in  those  cases  when  the  pay 
roll  has  left  the  hands  of  the  person  who  signs  the  letter,  that 
the  bearer,  whose  name  appears  on  the  roll,  is  entitled  to  his 
pay  without  awaiting  the  usual  pay  day.  It  may  also  be  used 
for  the  purpose  of  identifying  a  person  to  whom  wages  are 
due. 

It  should  never  be  used  In  those  cases  where  a  time  ticket 
has  been  issued. 

It  is  of  especial  value  in  the  case  of  laborers  and  others 
who  have  left  the  service  and  are  required  to  be  identified 
before  being  paid. 

It  should  recite  the  name  and  number  of  employe  and 
name  of  pay  roll. 

A  letter  should  never  be  given  to  a  person  whose  pay,  or 
any  portion  thereof,  is  to  be  withheld  for  any  reason,  unless 
the  amount  to  be  withheld  is  plainly  noted  thereon. 

A  record  should  be  kept  of  all  letters  issued.  A  letter 
should  not  be  delivered  to  the  payee  until  it  Is  both  signed 
and  countersigned.  The  regulations  governing  time  tickets 
in  this  connection  should  be  observed. 

Whenever  access  to  the  pay  roll  can  be  secured,  it  should 
be  marked  "Letter  given"  before  the  letter  of  identification 
is  delivered  to  payee.  In  the  event  this  is  done,  the  fact 
should  be  duly  certified  to  in  the  place  provided  on  the  face 
of  the  letter. 

When  this  form  is  used  as  a  letter  of  identification,  the 
oflElcials  signing  and  countersigning  it  should  require  the  per- 


*  Form  72,  Appendix  D. 
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son  to  whom  it  is  given  to  endorse  his  or  her  name  on  the 
back  of  said  letter.  This  should  be  witnessed  by  some  dis- 
interested person  known  to  the  officers  of  the  company; 
neither  the  person  signing  or  countersigning  the  letter  should 
act  as  a  witness.  Afterwards,  when  it  is  presented  for  pay- 
ment, the  disbursing  office  should  require  that  it  should  be 
again  endorsed  by  the  person  presenting  it.  If  the  two  signa- 
tures are  the  same,  it  will  afford  corroborative  evidence  of 
the  identity  of  the  party.  If  the  payee  cannot  write,  he  should 
make  his  mark,  which  mark  should  be  witnessed  in  manner 
as  provided  for  above. 

The  holder  of  a  letter  should  be  advised  that  its  loss  may 
Involve  the  loss  of  the  amount,  as  it  is  made  good  to  bearer. 
Letters,  whether  endorsed  by  mark  or  otherwise,  should  be 
presented  by  payee  personally,  as  in  other  cases. 

Order  on  Paymaster.* — In  the  exceptional  cases  where  it 
may  be  necessary,  or  the  interests  of  a  company  render  it 
desirable  to  facilitate  the  issuing  of  an  order  by  an  employe 
for  his  pay,  the  officer  immediately  superior  to  the  said  em- 
ploye should  forward  the  order,  With  a  statement  of  the 
facts,  to  the  pasrmaster,  who  should,  after  investigation,  mark 
the  pay  roll  "Order  given." 

When  an  order  is  given  it  should  be  drawn  on  the  blank 
provided  for  that  purpose,  and  should  be  presented  at  the 
proper  time  and  place  for  paying  the  wages  of  the  person  on 
whose  account  it  is  Issued.  Orders  on  the  paymaster  should 
not  be  recognized  as  negotiable  paper,  and  no  one  In  the 
service  of  the  company  should  traffic  in  them. 

The  exceptional  circumstances  under  which  orders  are  is- 
sued prevent  their  being  recognized  as  commercial  paper, 
their  issuance  is  not  a  matter  that  a  company  can  control;  it 
cannot,  consequently,  guarantee  their  payment,  nor  assume 
any  liability  for  them  whatsoever. 

No  order  should  be  accepted  or  countersigned  by  any  offi- 
cer or  agent  of  the  company,  except  the  paymaster,  and  then 
only  in  the  exceptional  cases  specified  above,  and  after  he  has 
marked  on  the  pay  roll,  opposite  the  person's  name,  "Order 
countersigned." 

When  payment  is  made  by  check  and  for  any  reason  it  Is 
impossible  for  an  employe  to  present  himself  personally  be- 
fore the  officials  from  whom  he  usually  receives  his  wages, 
the  check  should  not  be  delivered  to  another  person  except 
on  a  written  order,  signed  by  the  person  in  whose  favor  the 
check  is  drawn,  and  after  the  official  has  satisfied  himself  that 
the  person  presenting  the  order  is  entitled  to  receive  it 

Classiftikg  EiXPENDiTUBEs  OF  IiABOR. — In  Order  to  under- 
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stand  accurately  the  questions  attending  the  employment  of 
labor,  its  extent  and  purpose  must  be  known.  This,  when  the 
labor  is  diversifiea,  requires  that  it  should  be  systematically 
classified,  the  subdivisions  being  so  minute  as  to  afford  an 
accurate  and  intelligent  digest  of  the  whole. 

The  subdivision  should  not  only  specify  the  nature  of  the 
work,  but  its  location  and  cost,  being  altogether  so  explicit 
in  regard  to  details  that  it  only  remains  to  study  the  same 
In  order  to  understand  the  full  scope  and  purpose  of  each 
expenditure. 

It  is  largely  for  this  purpose  that  operating  expenses  are 
carefully  subdivided;  that  disbursements  for  construction 
are  minutely  classified;  that  accounts  are  opened  with  each 
article  or  group  of  articles  manufactured,  and  for  other  pur- 
poses. The  classification  should  permit  of  the  details  of  cost 
being  accurately  known,  so  that  by  analysis  and  comparison 
the  relative  economy  exercised  may  be  judged. 

So  far  as  the  exigencies  of  accounts  will  permit,  without 
undue  expense,  it  is  designed  that  everything  that  enters  into 
the  cost  of  a  thing  shall  be  charged  thereto.  Thus,  the  cost 
of  handling  material,  the  outlay  for  the  construction  or  repair 
of  a  building,  platform,  yard,  fence,  bridge,  culvert,  engine 
or  car  should  so  far  as  practicable  be  charged  thereto.  When, 
however,  the  expense  of  accounting  is  greatiy  Increased  by  too 
minute  a  subdivision  of  expenses,  and  the  value  of  the  infor- 
mation thus  obtained  is  not  commensurate  with  the  outlay.  It 
should  not  be  attempted,  the  design  being  to  make  the  method 
of  accounting  subordinate  in  every  case  to  the  value  of  the 
same,  and  never  in  any  instance  to  incur  expense  that  Is  not 
Justified  by  the  use  made  of  it. 

So  far  as  agreed  upon,  the  subdivisions  of  expenditures 
should  be  scrupulously  observed,  so  that  returns  may  not  be 
misleading  as  regards  cost  of  particular  things,  and  otherwise 
lose  their  value  for  purposes  of  comparison. 

In  addition  to  the  expenditures  of  a  company  for  oper- 
ating, construction,  manufacturing  and  similar  outlay,  more 
or  less  work  is  performed  for  others  for  which  a  company  Is 
entitled  to  receive  pay.  Accounts  are  required  to  be  kept  of 
all  such  labor  so  that  it  may  be  brought  to  the  notice  of  the 
accounting  and  financial  officers  of  the  company,  in  order  that 
the  same  may  be  duly  and  clearly  recorded  and  the  amount 
collected. 

In  order  that  all  these  things  may  be  successfully  accom- 
plished without  confusion  or  failure,  it  is  of  the  greatest  Im- 
portance that  those  who  have  the  keeping  of  time  of  employes 
(and  the  distribution  of  material  and  expenses  as  well)  should 
be  familiar  with  the  various  classifications  of  the  company. 
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and  the  machinery  by  which  they  are  carried  into  effect;  also 
the  general  and  specific  objects  that  such  classifications  and 
accounts  are  designed  to  accomplish.  This  requires  that  they 
should  not  only  study  the  mechanical  appliances,  but  the  the- 
ory and  principles  that  the  forms  are  intended  to  carry  oui. 
This  study  will  enable  them  to  perform  their  work  more  in- 
telligently and  will  sharpen  their  appreciation  of  its  needs  so 
that  better  knowledge  of  the  conduct  of  accounts  and  greater 
efficiency  therein  will  grow  out  of  it. 

In  order  to  classify  the  expenses  systematically  and  pre- 
serve a  clear  and  permanent  record  of  tue  same,  distribution 
books  are  provided.*  In  these,  accounts  are  to  be  opened  for 
each  expenditure  having  a  separate  identity  in  the  classified 
list,  such  accounts  being  entered  in  their  due  order  and  se- 
quence, care  being  taken  in  every  case  to  use  the  designation 
prescribed  by  the  rules  governing  the  same. 

In  writing  up  these  accounts,  the  record  throughout  should 
be  so  clear  an  exposition  of  the  subject  that  it  may  be  fully 
understood  and  analyzed  without  correspondence  or  further 
reference' to  the  person  returning  it.  Thus,  the  items  of  each 
account  should  be  given,  including  the  nature  of  the  services 
rendered  and  amounts  for  each  separately;  also  the  total  cost 
or  aggregate  of  aM  the  items.  In  giving  the  name  of  an  ac- 
count, especial  care  should  be  taken  to  make  it  so  explicit 
and  clear  that  it  may  be  easily  Identified,  so  that  all  the  de- 
tails of  cost  may  be  collected  from  ;he  various  books  in  which 
it  is  mentioned. 

In  classifying  expenditures  for  labor  (and  for  material  ex- 
penditures as  well)  it  should  be  understood  that  the  work  is 
not  to  be  performed  at  random  in  any  instance,  but  according 
to  preconceived  rules  and  regulations;  if  the  disposition  of  an 
expense  is  not  known  or  not  clearly  indicated  by  an  analogous 
account,  information  should  be  asked  of  the  accounting  offi- 
cer; this  will  not  only  insure  uniformity,  but  will  also  enable 
a  company  to  supply  omissions  or  correct  inaccuracies  in  its 
classification. 

In  further  explanation  it  may  be  said  that  in  no  case  should 
the  duty  of  distributing  tbe  labor  of  an  employe  or  class  of 
employes  be  governed  by  their  general  duties,  but  it  should 
be  specific  in  each  instance;  thus,  the  wages  of  engineers, 
when  engaged  in  shops,  should  not  be  charged  to  the  account 
known  as  "engineers  and  firemen,"  but  to  the  thing  upon 


*  These  dlBtributton  books  are  written  up  by  the  person  who  keeps 
the  time  or  In  the  office  of  the  official  to  whom  the  time  books  are  sent, 
as  specifically  directed  In  each  case ;  they  may  be  uspd  at  the  genernl 
offices  as  Journal  vouchers,  the  totals  only  being  entered  on  the  gen- 
«ral  books. 
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-which  they  are  engaged  in  the  shops,  the  same  as  machinists 
and  carpenter^.  This  rule  also  applies  to  every  branch  of  the 
service,  care  being  taken  to  classify  the  work  according  to  the 
particular  thing  done  and  not  according  to  the  general  duties 
that  the  employe  performs.  This  is  necessary  in  order  to 
enable  the  management  to  understand  clearly  the  cost,  rela- 
tively and  otherwise,  of  each  thing  for  which  money  is  ex- 
pended. 

The  Distribution  of  Labor  Book.* — ^The  distribution  of 
labor  is  designed  to  be  kept  on  loose  sheets;  It  is  quite  as  con- 
venient in  this  way  as  it  is  to  keep  it  in  a  book;  at  the  end  of 
the  month  an  impression  copy  is  taken  of  each  of  the  sheets 
by  the  timekeeper.  In  this  way  he  is  put  in  possession  of  a 
perfect  record  at  little  cost.  Afterward,  the  sheets  are  bound 
In  book  form.  They  then  constitute  the  "distribution  of  labor 
book." 

A  separate  account  should  be  opened  in  this  book  with 
each  account  upon  which  labor  has  been  expended.  It  will 
thus  show  not  only  the  source  of  the  expenditure,  but  the 
details  thereof,  and  the  aggregates  as  embraced  in  the  recapit- 
ulsition.    It  is  posted  from  the  time  books. 

In  some  cases,  however,  it  is  found  desirable  to  provide 
printed  forms  for  distributing  labor,  so  as  to  reduce  the 
clerical  work  to  the  minimum.  This  is  so  in  regard  to  track 
and  station  labor,  and  for  men  engaged  in  repairs  and  re- 
newals of  bridges,  buildings,  fences,  crossings,  platforms  and 
yards;  the  number  of  men  engaged  does  not  justify  the  em- 
ployment of  a  timekeeper.  The  classification  of  such  labor  is 
comparatively  simple,  and  may  be  condensed  in  the  time  book 
to  a  greater  extent  than  is  possible  in  case  of  machinists  and 
carpenters  engaged  about  a  shop;  the  great  number  of  the 
latter,  and  the  widely  diversified  work  upon  which  they  are 
engaged,  require  comparatively  elaborate  bookkeeping. 

The  distribution  of  labor  book  is  designed  for  use  in  writ- 
ing up  the  general  books  of  a  company.  It  should,  therefore, 
be  forwarded  to  the  accounting  officer.  Those  who  compile  it 
should  not  keep  it  in  their  possession  longer  than  is  neces- 
sary; the  utmost  celerity  should  be  exercised.  It  should  be 
sent  forward  from  small  shops  and  where  the  work  is  slight 
on  the  fifth  of  the  month;  at  larger  shops  and  for  divisions  as 
early  as  the  ninth. 

It  should  be  remembered.  In  this  connection,  that  the  value 
of  statistics  of  this  kind  is  largely  dependent  upon  their  early 
compilation.  The  earlier  the  details  are  known,  the  more 
valuable  they  are  to  a  management.    This  requires  that  every- 


•  Form  74,  Appendix  D. 
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one  Flio  has  anything  to  do  with  the  distribution  of  labor  or 
the  examination  of  the  accounts  should  act  promptly  and 
expeditiously. 

A  distribution  of  labor  book  should  be  returned  by  each 
shop  where  pay  rolls  are  made.  Such  a  book  should  also  be 
returned  by  those  having  charge  of  the  general  accounts  of 
the  several  divisions.  Thus,  the  time  books  of  the  track 
forces  on  a  division  should  be  consolidated  and  copied  into 
one  distribution  of  labor  book;  the  same  rule  should  be  en- 
forced in  regard  to  the  time  and  distribution  books  for  bridge 
and  building  department,  engineering  department,  etc.  The 
distribution  of  station  labor  and  train  forces  on  each  division 
should  also  be  consolidated  in  one  distribution  of  labor  book. 

The  distribution  of  the  time  of  engineers,  firemen  and  dis- 
patchers should  be  inserted  in  the  distribution  of  labor  book 
for  the  shop  at  which  the  pay  roll  of  engineers,  firemen  and 
dispatchers  is  made. 

Labor  should  be  charged  to  the  account  upon  which  It  is 
expended,  in  the  month  it  is  expended. 

Accounts  should  be  opened  on  the  distribution  of  labor 
book  in  the  order  prescribed  by  the  accounting  officer;  a  re- 
capitulation of  the  whole  should  be  given  at  the  end. 

In  opening  accounts,  sufficient  space  should  be  left  to 
accommodate  all  the  items  for  each  account  for  one  month. 

A  separate  distribution  of  labor  book  need  not  be  rendered 
for  each  pay  roll.  Several  pay  rolls  may  be  grouped  in  one 
book,  but  the  aggregate  amount  of  pay  rolls  thus  entered 
should  agree  with  the  total  amount  of  the  distribution  book. 

The  distribution  of  labor  book  should  in  every  case  specify 
the  name  of  the  time  book  or  books  from  which  it  Is  compiled, 
so  that  it  may  be  compared  with  the  same  in  detail. 

Under  headings  embracing  such  items,  a  sub-account 
should  be  opened  for  each  bridge,  culvert,  viaduct,  building, 
dock,  wharf,  ferryboat,  locomotive,  stock  yard  and  dining  car 
for  which  expense  is  incurred.* 

A  separate  account  should  be  opened  with  each  individual, 
firm  or  corporation  against  whom  a  charge  Is  incurred.  It  is 
the  duty  of  the  person  returning  a  book  embracing  accounts 
of  this  kind  to  attend  personally  to  the  proper  recording  and 
rendering  of  bills  against  such  persons. 

The  wages  of  employes  engaged  in  the  manufacture  of 
material  should  be  charged  to  the  cost  of  the  material  upon 
which  they  are  at  work. 

Much  of  the  information  contained  in  the  distribution  of 


*  The  several  charges  under  the  respective  heads  as  noticed  should 
be  summarized  and  the  total  of  each  carried  to  the  final  recapitulation 
at  the  end  of  the  book. 
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labor  book  may  be  written  up  in  advance  of  the  closing  of 
the  accounts  for  the  month.  Thus,  the  headings  may  be  in- 
serted, and  the  name  or  number  of  employe,  kind  of  serrice 
and  folio  of  time  book.  These  details  may  be  gathered  from 
the  distribution  book  for  the  preceding  month  and  from  the 
time  book  of  the  current  month.  If  inserted  in  this  way  in 
advance,  work  will  be  greatly  facilitated,  and  it  will  be  pos- 
sible to  complete  the  distribution  of  labor  book  earlier  than 
would  be  possible  if  the  whole  had  to  be  written  up  after  the 
close  of  the  month. 


CHAPTER  XXVI. 

ACCOUNTS   AGAINST   PERSONS   FOR   MATERIAL  SOLD, 
LABOR   PERFORMED,    ETC. 

[Note. — These  accounts  represent  charges  against  individuals, 
firms,  and  corporations  for  material  sold,  labor  performed,  expenses  in- 
curred, and  for  other  special  things,  including  proceeds  from  sale  of 
unclaimed  and  damaged  property,  carcasses  of  animals  killed,  hides, 
pelts,  and  similar  items.  On  some  roads  these  accounts  are  called 
"Various  persons'  accounts."  The  name  is  not  material.  They  embrace 
all  accounts  save  those  for  freight  charges,  tickets,  express,  mail,  car 
service,  and  other  traffic.  They  are  embodied  herein  because  thev  are 
more  or  less  mixed  up  with  the  material  and  labor  accounts,  and  cor- 
cern,  more  or  less,  the  officers  and  employes  who  handle  material  and 
labor.] 

There  are»  in  connection  with  the  receipts  of  railroads,  cer- 
tain kinds  of  collections  of  a  special  nature.  These  collections 
are  not  uniform  or  regular  in  their  recurrence,  like  those  con- 
nected with  the  transportation  of  passengers,  freight,  mail, 
express  and  excess  baggage.  The  regular  traffic  earnings  of 
a  company  fall  within  the  domain  of  particular  departments, 
and  particular  and  fixed  methods  and  forms  are  provided  for 
handling  them.  But  this  is  not  the  case  in  regard  to  special 
collections;  in  one  case  the  latter  will  be  for  old  ties,  in 
another  for  the  pelt  of  a  steer  killed,  in  another  for  the  break- 
ing of  a  station  window,  for  damage  to  a  car,  for  the  sale  of 
old  material,  a  blank  book,  a  strip  of  right  of  way,  a  tax 
rebate,  a  worn-out  horse,  a  piece  of  chamois  skin,  a  barrel  of 
oil,  work  performed  by  a  company's  employes,  an  expense 
incurred  in  behalf  of  someone,  a  remittance  to  the  conscience 
fund,  and  so  on.  Each  case  as  it  arises  is  in  a  measure  special 
in  its  nature,  and  new  to  the  person  interested.  In  the 
majority  of  instances  the  person  who  makes  the  collection  is 
not  one  of  the  regular  agents  or  collectors  of  a  company,  and, 
as  a  rule,  no  ledger  account  is  kept  with  him  by  the  company. 
To  open  such  an  account  would  be  to  fill  the  books  with  a 
multitude  of  names  without  securing  either  clearness  or  re- 
sponsibility; there  are  various  ways  of  avoiding  this  dilemma. 
The  way  is  not  particular.  That  suggested  here  Is  to  require 
the  person  who  makes  the  collection  to  remit  to  the  credit  of 
the  chief  of  the  department  in  which  the  collection  Is  made; 
thus,  collections  made  in  the  land  department  are  remitted  to 
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the  credit  of  the  official  in  charge  thereof;  in  the  tax  depart- 
ment to  the  chief  thereof;  in  the  departments  presided  over 
by  division  superintendents  and  others,  to  the  chiefs  thereof; 
and  so  on.  All  collections  made  at  shops  are  remitted  to  the 
credit  of  the  storekeeper  thereof.  Afterward,  a  bill  is  made 
against  each  official  for  the  amount  of  the  various  collections 
remitted  to  his  credit.  In  order  to  advise  such  officials,  a 
statement  of  each  collection  is  sent  him  by  the  person  making 
it.  These  statements,  moreover,  enable  him  to  note  the  merits 
of  each  case,  also  whether  any  collection  is  omitted  or  not.  It 
Is  made  the  duty  of  officials  to  look  after  these  collections  in 
their  several  departments,  also  to  see  that  bills  are  made  to 
cover  them. 

The  difficulty  that  has  been  experienced  in  handling  such 
accounts  as  I  refer  to  is  to  group  them  so  as  to  fix  the  respon- 
sibility; to  assign  to  particular  officials  the  duty  of  looking 
after  them.  Thus,  if  John  Smith,  a  track  foreman,  collects 
11.30  for  the  sale  of  an  old  gate,  it  must  be  made  the  duty  of 
someone  to  see  that  he  remits  the  money  and  otherwise 
accounts  for  it  Who  shall  do  this?  The  treasurer?  Or  ac- 
counting officer?  Neither.  Because  neither  of  them  has  any 
facilities  for  knowing  that  a  gate  has  been  sold  or  that  money 
has  been  collected  for  it.  Who  is  the  proper  person,  then? 
Manifestly  the  officer  of  the  company  who  is  familiar  with  the 
transaction,  whose  duty  it  is  to  know  of  it.  In  this  particular 
instance  it  would  be  the  roadmaster  or  division  superinten- 
dent. Such  being  the  case,  it  is  made  the  duty  of  this  officer 
(under  the  accompanying  instructions)  to  see  that  the  money 
collected  for  the  gate  is  remitted  to  the  treasurer,  and  that  at 
the  end  of  the  month  this  collection,  with  all  others  remitted 
to  the  credit  of  the  officer,  are  incorporated  in  a  statement  of 
account  against  him,  also  in  a  bill  against  him  for  the  gross 
sum.  The  various  persons'  accounts  of  a  company  are  made 
up  largely  of  occurrences  similar  to  the  sale  of  the  gate  by 
Smith.  They  must  be  protected  the  same  as  the  collection  of 
freight  and  passenger  charges  are  protected. 

With  this  explanation  of  the  theories  and  practices  that 
attend  the  operation  of  various  persons'  accounts,  the  sub- 
Joined  rules  will  be  more  clearly  understood  than  would  other- 
wise be  the  case. 

No  uniform  name  has  been  devised  for  designating  the 
special  accounts  under  consideration;  they  are  termed  here 
''various  persons'"  accounts. 

In  order  to  define  as  nearly  as  possible  the  course  of  cer- 
tain various  persons'  accounts  the  following  specific  rules 
should  be  observed,  viz.: 

Money  collected  by  agents,  trackmen  and  others,  for  hides, 
pelts,  tallow,   carcasses    of  animals,  road    material,  old  ties. 
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damage  to  the  company's  property,  and  kindred  charges  occar- 
ring  on  the  line,  should  be  embodied  in  the  returns  of  the 
superintendent  or  other  official  in  charge  of  the  accounts  for 
the  road'  (i.  e.,  the  person  who  authorizes  the  collection  and 
within  whose  department  the  transaction  occurs),  and  the 
money  should  be  remitted  to  his  credit. 

Cash  collected  on  accounts  of  fines  imposed  by  the  United 
States  Post  Office  Department  should  be  remitted  to  the  credit 
of  the  division  superintendent  and  the  amount  Included  in  the 
bill  against  himself  at  the  end  of  each  month. 

Money  collected  on  account  of  the  sale  of  damaged,  over 
or  unclaimed  freight  should  be  remitted,  with  a  detailed  state- 
ment of  the  same,  by  the  person  making  the  collection,  to  the 
credit  of  the  general  claim  agent.  If  there  are  charges  on  the 
property  thus  sold,  the  amount  of  such  charges  may  be  de- 
ducted  from  the  proceeds  of  the  same  before  remitting  the 
money.  In  making  the  bill,  however,  at  the  close  of  the 
month,  the  gross  collection  should  be  shown,  less  the  deduc- 
tion. 

Money  collected  on  account  of  the  sale  of  damaged,  over 
or  unclaimed  baggage  should  be  remitted,  with  a  detailed 
statement  of  the  same,  by  the  person  making  the  collection,  to 
the  credit  of  the  general  baggage  agent.  If  there  are  charges 
on  the  property  thus  sold,  the  amount  of  such  charges  may  be 
deducted  from  the  proceeds  of  the  same  before  remitting  the 
money.  In  making  the  bill,  however,  at  the  close  of  the 
month,  the  gross  collection  should  be  shown,  less  the  deduc- 
tion. 

Money  collected  in  connection  with  the  land  department^ 
for  lands  and  town  lots,  should  be  remitted  to  the  credit  of  the 
land  department,  with  a  detailed  statement  of  the  same,  by  the 
person  making  the  collection. 

Money  collected  for  rents,  sale  of  old  houses  and  kindred 
property,  under  the  direction  of  the  land  commissioner,  should 
be  remitted  to  his  credit. 

Moneys  collected  by  superintendents,  train  masters,  agents 
and  others,  as  deposits  for  badges,  switch  keys,  car  keys,  etc., 
should  be  remitted  to  the  credit  of  the  division  superintendent 
and  he  should  be  notified  of  each  amount  remitted,  so  that  he 
may  include  it  in  the  monthly  bill  against  himself.  Deduc- 
tions made  on  the  pay  roll  on  account  of  above  items  should 
be  made  in  favor  of  the  paymaster,  and  bill  made  against  the 
paymaster  therefor. 

When  money  is  paid  to  an  employe  leaving  the  service  to 
redeem  badges,  switch  keys,  car  keys,  etc.,  the  official  making 
the  payment  should  also  take  a  receipt  for  the  amount  and 
forward  to  the  division  superintendent,  who  will  make  cash 
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vouchers  monthly  in  favor  of  each  of  the  officials  making  such 
payments,  attaching  the  receipts  to  the  vouchers. 

All  cash  collected  on  account  of  various  persons  should  be 
remitted  directly  to  the  general  accoimtlng  officer. 

It  is  the  duty  of  the  official  who  has  immediate  supervision 
of  the  various  persons'  accounts  of  any  department  or  store- 
house to  see  that  an  itemized  monthly  return  is  made  to  him 
of  the  same. 

It  is  not  intended,  however,  that  the  money  should  be 
remitted  through  him  to  the  treasurer;  it  should  be  remitted 
directly  as  stated. 

Remittances  should  not  be  sent  by  the  hand  of  an  employe 
but  should  be  sent  by  express  directly  to  the  treasurer  or 
should  be  deposited  personally  at  his  office. 

A  cash  slip,  or  statement  of  account,  should  accompany 
each  remittance,  giving  the  name  of  the  person  or  official  to 
whom  (under  the  rules)  it  should  be  credited,  what  the  collec- 
tion is  for,  date  collected,  from  whom,  etc.  It  is  the  duty  of 
the  official  receiving  the  money  to  send  a  receipt  forthwith  to 
the  person  to  whose  credit  the  amount  is  placed;  in  the  event 
this  is  not  done  promptly  inquiry  should  be  made  for  it. 

No  material  or  property  should  be  sold  to,  or  labor  per- 
formed for,  various  persons,  except  upon  the  written  order  of 
the  proper  officer. 

No  material  or  supplies  should  be  delivered  or  shipped 
from  a  shop  or  storehouse  (except  for  the  company)  until  an 
order  to  that  effect,  signed  by  the  storekeeper  and  counter- 
signed by  the  master  mechanic  or  foreman  in  charge  has  been 
made  and  filed  with  the  delivery  clerk.  It  is  also  the  duty  of 
both  the  storekeeper  and  master  mechanic  or  foreman  to  see 
that  a  charge  is  made  on  the  distribution  books  to  cover  all 
material  or  supplies  shipped  away  or  sold.  Similarly  no  labor 
should  be  performed  for  anyone  but  the  company,  except  upon 
the  joint  written  order  of  the  storekeeper  and  master 
mechanic  or  foreman  in  charge.  When  labor  is  thus  per- 
formed it  is  the  duty  of  both  the  officials  in  question  to  see 
that  a  charge  is  made  for  it  on  the  distribution  books. 

Whenever  practicable,  collection  should  be  made  at  the 
time  the  charge  is  incurred. 

In  making  the  collection  (and  in  making  the  charge  as 
well)  care  should  be  taken  to  add  the  authorized  percentage 
of  profit  (if  any),  also  amount  (if  any)  to  cover  the  wear  and 
tear  of  tools,  machinery,  etc.;  the  amount  of  this  extra  charge 
should  be  credited  on  the  distribution  books  to  premium  ac- 
count. 

The  amount  of  percentage  of  such  premium  should  be 
determined  by  the  official  authorizing  the  work  or  transaction. 

Heads  of  departments  who  direct  a  collection  to  be  made 
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on  account  of  various  persons,  or  within  whose  department 
a  collection  is  made,  should  have  the  money  remitted  to  their 
credit;  in  this  way  the  collections  of  each  department  of  the 
road  will  be  grouped  and  the  number  of  accounts  restricted 
as  already  described. 

In  order  to  restrict  the  number  of  charges  as  much  as 
possible,  a  storekeeper  should  make  only  one  bill  monthly 
against  a  person,  firm  or  corporation,  unless  it  is  advisable  to 
make  collection  oftener  in  order  to  avoid  risk  or  loss. 

All  charges  for  fuel  sold  should  be  embodied  in  the  general 
fuel  report  of  the  person  making  the  disbursement,  and  the 
same  details  given  in  connection  with  such  charges  that  are 
required  for  other  various  persons'  accounts. 

Collections  for  fuel  made  by  those  in  charge  thereof  should 
be  remitted  to  the  credit  of  the  officer  against  whom  the 
charge  (in  such  case)  is  made  in  the  monthly  fuel  report.  It 
is  the  duty  of  this  officer  to  make  an  itemized  bill  against 
himself  monthly  for  the  amount  thus  remitted  to  his  credit. 

In  Issuing  instructions  to  agents  and  others  in  reference  to 
a  collection  to  be  made  to  the  credit  of  some  one  else,  care 
should  be  taken  to  give  the  name  of  the  person  to  whom  the 
money  is  to  be  credited,  and  to  ask  in  each  instance  that  the 
sender  shall  advise  when  the  remittance  is  made. 

When  money  is  remitted  by  one  person  to  the  credit  of 
another,  the  person  making  the  remittance  should  inform  the 
person  entitled  to  credit  forthwith  by  letter,  so  that  he  may 
take  up  the  same  In  his  accounts  and  may  know  that  the 
money  has  been  remitted. 

In  opening  an  account  with  himself  on  a  distribution  book, 
and  in  making  bill  against  himself  for  various  persons'  ac- 
counts, the  storekeeper  or  official  should  give  each  charge, 
viz.:  name  of  person  from  whom  the  money  was  collected,  and 
all  other  details  incident  thereto,  such  as  date,  place,  what  for, 
amount,  by  whom  remitted,  etc.;  thus,  if  fifty  collections  are 
made  in  a  department  or  at  a  particular  storehouse  during  a 
month,  for  material,  labor,  hides,  carcasses  of  animals,  etc., 
the  persons  making  the  collections  should  remit  them  to  the 
credit  of  the  storekeeper  or  official  in  charge.  Each  official 
should  open  an  account  on  his  distribution  book  with  himself, 
in  which  he  should  specify  in  detail  the  accounts  collected;  It 
being  understood  that  all  charges  for  material  sold  or  labor 
performed  on  account  of  various  persons,  taken  cognizance  of 
by  those  who  render  a  distribution  book,  should  be  embraced 
therein: 

The  regulation  requiring  that  collections  made  on  account 
of  various  persons  should  be  remitted  to  the  credit  of  depart- 
ment officers  or  storekeepers  should  not  apply  to  varlouB  per- 
sons' bills  collected  by  the  treasurer.    In  such  cases  the  charge 
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should  be  made  directly  against  the  individual,  firm  or  corpo- 
ration, and  a  bill  made  accordingly.  All  charges,  moreover, 
that  originate  with  officers  who  do  not  render  a  distribution 
book  should  be  made  in  this  way  unless  otherwise  directed; 
in  such  cases  a  certified  bill  should  be  made  in  duplicate  by 
the  officer  conversant  with  the  transaction;  these  he  should 
forward  to  the  proper  officer  for  entry  upon  the  register  and 
for  transmission  to  the  general  accounting  officer. 

Officials  who  render  a  distribution  book  should  open  an 
account  on  such  book,  first,  with  the  official  to  whose  credit 
amounts  have  been  remitted  on  various  persons'  account  as 
already  described;  second,  with  each  various  person  with 
whom  there  is  an  account,  giving  full  detail  of  charges  to 
each;  following  these  a  summary  should  be  made,  stating  the 
name  of  each  account  and  the  total  amount  thereof;  this  sum- 
mary should  in  turn  be  footed  and  the  total  carried  to  the 
final  recapitulation,  being  inserted  therein  under  the  head  of 
"Material — various  persons."  In  the  summary,  the  page  of  the 
distribution  book  on  which  the  credit  is  allowed  should  be 
given;  if  for  material  the  fact  should  be  noted. 

For  all  material  sold  and  labor  performed  for  other  than 
carriers,  a  bill  should  be  made  and  forwarded  as  directed,  at 
the  time  the  charge  is  incurred;*  in  the  case  of  carriers,  state- 
ments or  bills  should  be  rendered  monthly  or  as  may  be  most 
conducive  to  quick  and  amicable  settlements. 

Accounts  due  the  company  should  receive  immediate  atten- 
tion from  all  through  whose  hands  they  pass.  Bills  should  be 
made,  verified,  entered  and  approved  without  delay.  Imme- 
diate attention  should  also  be  given  to  their  collection;  delay 
in  collecting  bills  is  to  be  deplored.  It  evinces  lack  of  appre- 
ciation of  proper  business  methods,  and  sooner  or  later  occa- 
sions loss. 

It  is  made  the  duty  of  all  who  are  in  any  way  responsible 
for  various  persons'  accounts  to  see  that  so  far  as  possible  no 
bad  debt  is  incurred  or  loss  occasioned  through  neglect  to  col- 
lect promptly.  In  furtherance  of  this,  collections  should  be 
made  at  the  time  if  practicable;  in  other  cases  prompt  notice 
should  be  forwarded  to  the  treasurer  when  any  risk  is  incur- 
red, so  that  he  may  act  advisedly.  It  is  desired  that  cash 
should  be  paid  at  the  time,  especially  when  the  debt  is  incur- 
red through  the  desire  of  a  company  to  oblige  the  person. 

In  reference  to  accounts  against  various  persons  that 
spring  up  in  connection  with  the  duties  of  employes  along  the 
line  of  the  road,  such  as  trackmen,  bridge  and  building  men, 
station  and  train  employes,  etc.,  they  should  be  required  to 
render  prompt  notice  to  the  officer  through  whom  the  returns 
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are  made,  of  any  debt  incurred,  so  that  no  nnnecessary  risk 
may  be  run. 

Collections  for  scrap  or  old  material  sold  by  the  company 
should  be  made  by  the  general  accounting  officer  under  direc- 
tion of  the  officer  who  effects  the  sale,  so  that  the  labors  of 
the  latter  may  not  be  embarrassed  in  any  way. 

In  order  to  facilitate  the  collection  of  accounts  against 
various  persons,  every  detail  likely  to  assist  in  this  direction 
should  be  given;  such  as  the  name  of  the  person  who  ordered 
the  material  or  authorized  the  labor,  to  whom  the  material 
was  delivered,  etc. 

When  deductions  are  made  from  pay  rolls  (for  account  of 
the  company)  a  bill  should  be  made  by  the  official  conversant 
with  the  transaction,  against  the  paymaster  (whose  duty  it  is 
to  collect),  to  cover  the  deduction.  The  bill  should  give  full 
explanation  of  the  cause  of  deduction.  The  amount  of  this 
bill  should  be  noted  on  the  first  sheet  of  the  pay  roll. 

Bills  against  railroads  and  other  carriers  should  be  form- 
ally certified  as  correct  by  the  officials  directing  the  charge. 
It  is  desirable  in  case  a  charge  is  liable  to  be  disputed,  that 
the  amount  and  correctness  of  the  account  should  be  accepted 
by  the  company  interested  before  it  is  formally  brought  upon 
the  distribution  books  or  into  the  accounts,  and  in  cases  of 
this  kind  satisfactory  results  are  more  likely  to  be  achieved  if 
the  correspondence  connected  with  the  claim  is  carried  on  by 
the  official  Immediately  conversant  with  the  facts,  than  if  con- 
ducted by  the  treasurer.  For  this  reason,  no  charge  should  be 
made  on  the  distribution  books  against  any  carrier  (when 
there  is  a  possibility  that  such  charge  will  be  disputed),  until 
correspondence  has  been  had  in  regard  thereto  with  the  com- 
pany interested  by  the  operating  officer  conversant  with  the 
facts.  But  no  charge  that  is  right  and  proper  should  be 
waived  if  the  result  of  the  correspondence  does  not  secure  its 
admission  by  the  company  interested.  The  object  in  with- 
holding doubtful  charges  is  to  prevent  the  books  from  being 
encumbered  with  disputed  and  uncollectible  accounts,  not  to 
waive  any  collectible  claim.* 


*  Method  of  Accounttno  for  Repairs  of  Rolling  Stock  Bblono- 
INO  TO  Other  Companies  Used  in  the  Interchamob  of  Traffic. — Daily 
reports  should  be  sent  to  the  superintendent  of  the  car  department  of 
all  labor  and  material  used  or  expense  incurred  on  account  of  rolling 
stock  belonging  to  other  companies,  firms  or  Individuals.  This  report 
should  give  the  number  of  car.  name  of  owner,  items  and  cost.  After 
these  reports  have  been  examined  and  approved,  they  should  be  for- 
warded to  the  general  storekeeper  for  the  purpose  of  making  the  bill. 

Whenever  there  is  any  doubt  as  to  the  Justness  of  a  charge  of  this 
kind,  or  as  to  whether  it  will  be  paid  or  not.  the  superintendent  of  the 
car  department  should,  as  directed,  correspond  with  the  company  inter- 
edited  and  agree  with  It  in  reference  to  the  charge  before  making  a  bill 
for  or  rendering  a  statement  of  the  expenditure. 

For  this  reason,   and  for  the  purposes  of  simplifying  aocoonts,  all 
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All  bills  against  individuals,  firms,  and  corporations  (in- 
cluding carriers),  should  be  made  in  triplicate.  The  original 
should  be  sent  by  the  local  official  direct  to  the  officer  whose 
duty  it  is  to  make  the  collection.  The  duplicate  should  be 
forwarded  to  the  officers  designated  to  examine  same  for  ap- 
proval and  for  transmission  by  them  to  the  proper  officers  for 
audit  and  collection.  The  triplicate  should  be  retained  as  an 
office  record. 

In  making  a  bill  care  should  be  taken  to  give  correctly  the 
full  name  of  the  party  against  whom  it  is  made;  also  the  loca- 
tion (post-office  address)  of  the  office  to  which  same  should 
be  sent  for  collection  should  be  shown. 

No  one  except  those  regularly  authorized,  may  collect 
money  on  account  of  a  company,  or  receipt  therefor. 

A  formal  receipt  is  required  to  be  given  in  every  case  at  the 
time  money  is  collected  for  or  on  account  of  a  company;  it 
should  be  dated  and  signed,  and  should  state  specifically  the 
purpose  for  which  it  is  given.  This  rule  applies  to  every 
officer  connected  with  the  company  as  well  as  to  every  em- 
ploye. Its  rigid  enforcement  is  in  accordance  with  good  busi- 
ness practice,  and  serves  to  protect  the  company,  the  person 
who  gives  the  receipt  and  the  person  who  receives  it 

In  reference  to  "conscience  money"  received  by  a  com- 
pany: when  not  remitted  directly  to  the  treasurer  it  should  be 
turned  over  to  him,  with  all  the  attendant  facts.  A  various 
persons'  bill  should  be  made  for  each  amount  thus  remitted. 

If  the  name  of  the  person  making  the  remittance  is  known, 
the  bill  should  be  made  in  the  name  of  such  person.  If  not 
known,  it  should  be  made  in  the  name  of  the  person  to  whom 
the  money  is  remitted  by  the  sender.  This  will  preserve  a 
perfect  record  of  the  transaction  and  is  preferable  to  the 
method  of  crediting  the  Cash  directly  to  the  account  that  had 
originally  suffered  (when  known)  from  the  act  of  the  remitter. 
Bills  for  conscience  money  should  be  credited  to  the  specific 
account  affected  when  indicated  by  the  sender;  in  other  cases 
it  should  be  credited  to  miscellaneous  earnings. 

The  following  details  should  be  observed  in  entering  vari- 
ous persons'  accounts  on  the  distribution  books  for  material 
and  labor,  viz.:  It  may  sometimes  occur  that  it  is  not  possible 
or  practicable  to  make  the  charge  in  the  month  in  which  the 


labor  and  material  used  or  expense  Incurred  on  rolling  stock  in  use- 
belonging  to  other  companies,  should  be  charged  In  the  distribution 
books  the  same  in  all  respecta  as  if  the  rolling  stock  belonged  to  the 
company  making  the  repairs. 

The  return  of  expenditures  on  equipment  belonging  to  other  com- 
panies should  give  the  name  of  the  company,  artlclen.  rate  and  amount, 
with  full  particulars  in  reference  to  the  nature  of  the  repairs,  and  the 
cause  therefor,  so  that  the  officer  referred  to  may  be  able  to  act  in- 
telligently in  disposing  of  the  charges. 
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transaction  takes  place.    Indeed,  it  may  not  be  known  at  that 
time  to  be  a  various  persons'  transaction.    In  that  case  tlio 
amount  would  manifestly  be  charged  to  some  other  account. 
In  cases  of  this  kind  tne  account  that  was  originally  charged 
should  be  credited  when  the  transaction  is  finally  entered  and 
returned  in  the  monthly  statement.    It  Is  desirable,  however, 
for  obvious    reasons,   that,  whenever    possible,   the    charge 
against  various  persons  should  be  made  on  the  books  in  the 
month    in  which  it  occurs.     Charges    for    labor    should    be 
entered  on  the  distribution  of  labor  book;  charges  for  material 
should  be  entered  on  the  distribution  of  material  book.  When- 
ever a  charge  occurs  for  material,  which  material  does  not 
stand  charged  against  the  storehouse  or  department  making 
the  return,  like  the  sale  of  old  ties,  sand    ta^en  from    pits, 
hides,  pelts,  broken  windows,  or  damage  to  the  property  of  a 
company,  the  proper  operating  expense  account  or  the  account 
originally  charged  with  the  thing  for  which  collection  is  made 
should   be   credited    in   the   distribution    book.    Thus,   if   a 
superintendent  were  to  collect  money  for  damage  to  a  pas- 
senger station  he  should  enter  the  amount  on  his  distribution 
of  material  book  under  the  head  of  "various  persons,"  as 
already  directed,  and  deduct  it  from  the  amount  charged  dur- 
ing the  month  to  "repairs  of  buildings."    In  this  way  the  vari- 
ous persons'  account  would  be  charged  and  the  proper  account 
credited.    In  the  event  there  should  be  a  credit  to  an  account 
for  which  there  is  no  charge,  say  for  right  of  way,  a  special 
account  should  be  opened  in  the  distribution  book  for  "right 
of  way"  and  the  amount  to  the  credit  of  such  account  duly 
stated  therein. 

Whenever  it  Is  desired  to  group  in  one  bill  the  charges  that 
arise  simultaneously  against  a  particular  individual  or  car- 
rier  at  different  places,  the  officer  who  authorizes  the  charges, 
or  under  whose  authority  they  occur,  may  designate  who  shall 
make  the  bill,  notifying  all  others  to  invoice  their  charges  to 
him,  so  that  he  may  sum  up  the  whole  in  one  account.  This 
rule  is  not  imperative.  It  is  intended  to  meet  those  cases 
where  the  company  is  carrying  on  experiments  for  others  in 
the  operation  or  construction  of  machinery,  or  where  it  is 
necessary  to  group  together  the  charges  in  order  that  they 
may  pass  under  the  immediate  supervision  of  some  official. 
But  it  is  not  intended  to  alter  the  rule  requiring  charges 
against  persons  or  railroads  to  be  reported  to  the  accounting 
officer  monthly,  so  that  the  same  may  be  charged  on  the  gen- 
eral books  as  they  occur. 

When  work  is  in  progress,  the  expense  of  which  Is  to  be 
borne  wholly  by  another  corporation,  firm  or  individual,  or 
jointly  by  the  company  and  another  corporation,  firm  or  indi* 
vidual,  the  proportion  chargeable  such  corporation,  firm  or 
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Individual  should  be  entered  under  the  "various  persons*"* 
account  each  month  regardless  of  whether  the  bill  is  to  be 
rendered  monthly  or  at  the  completion  of  the  work.  If  the 
charges  extend  over  several  months  and  it  is  found  when  work 
is  completed  that  an  adjustment  of  the  previous  month's 
charges  is  necessary,  the  corrections  may  be  made  in  the 
month  in  which  the  final  charges  are  entered  and  the  bill 
made.  When  charges  are  made  to  "various  persons' "  account 
and  no  bill  is  to  be  made  in  the  month  in  which  they  are 
entered  a  notation  should  be  made  on  the  distribution  book 
that  bill  will  be  made  later. 

If  instructions  are  faithfully  observed,  loss  will  rarely,  if 
ever,  occur  in  connection  with  the  various  persons'  accounts. 
It  is  designed  that  no  material  or  other  property  shall  be  sold, 
labor  performed  or  expense  or  obligation  incurred  for  anyone 
except  under  direction  of  an  authorized  officer  of  a  company; 
that  care  shall  be  exercised  not  to  incur  bad  debts;  that  ac- 
counts shall  be  collected  at  the  time  the  indebtedness  is  in* 
curred;  and  finally,  that  all  collections  shall  be  transmitted 
to  the  treasurer  upon  the  day  on  which  they  are  received,  or  if 
this  is  impossible,  then  upon  the  succeeding  day. 

In  summing  up  the  various  persons'  accounts  all  bills 
should  be  entered  at  headquarters  upon  a  register  provided 
for  that  purpose.*  They  should  be  numbered  consecutively, 
after  which  they  should  be  forwarded  to  the  proper  officer  for 
final  approvaL 

Accounts  originating  at  shops,  storehouses  or  road  depart- 
ments, where  a  distribution  of  material  book  is  kept,  should 
be  credited,  when  entered  on  the  various  persons'  register,  to 
"Material — various  persons."  Accounts  originating  with  other 
officials  of  the  company,  who  have  no  occasion  to  render 
monthly  distribution  books  of  labor  and  material,  should 
be  credited  on  the  register  to  the  operating  account  originally 
charged  with  the  labor,  material,  or  outlay,  whatever  it 
may  be. 

In  speaking  of  credits  in  connection  with  bills  (charges) 
against  various  persons,  it  will  be  understood  that  in  railway 
accounting  there  must  be  a  credit  for  every  debit.  Thus,  If 
there  is  a  debit  against  an  individual  for  material  sold  him,  a 
bill  is  made  against  him  which  constitutes  a  charge:  the 
amount  of  the  bill  is  credited  to  the  account  affected.  Thus, 
every  bill  against  various  persons  implies  a  corresponding 
credit;  and  so  every  voucher  to  the  credit  of  anyone  (for  sums 
due  by  the  company)  implies  a  corresponding  charge  against 
some  account. 

One  reason  why  various  persons'  bills  are  credited  to  the 


*  Form  79,  Appendix  D. 
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storekeeper  upon  the  register  at  headquarters,  instead  of  to 
the  account  directly  affected,  is  because  the  latter  is  not 
always  known  at  the  time;  also  because  the  storekeeper  him- 
self is  entitled  to  credit  if  the  thing  disbursed  is  material  or 
labor,  as  he  stands  charged  with  the  gross  amount  of  these. 
The  credits  for  various  persons'  bills  are  in  turn  credited  by 
storekeepers  to  the  accounts  to  which  they  belong.  The  same 
Is  true  in  a  corresponding  sense  in  regard  to  vouchers.  Store- 
keepers should  be  advised  of  any  debits  or  credits  affectin^r 
them. 

The  register  of  various  persons'  bills  should  not  be  closed 
until  the  tenth  day  after  the  end  of  the  month,  when  the 
results  as  entered  thereon  should  be  summarized  for  entry 
upon  the  general  books.  It  is  desired  so  far  as  practicable  to 
embrace  all  accounts  in  the  month  in  which  they  belong. 

At  the  end  of  the  month  a  summary  should  be  made  of  the 
various  persons'  register,  showing  the  total  amount  of  bills 
entered  and  the  accounts  to  which  they  are  creditable,  giving 
the  name  and  amount  of  each  credit  A  similar  summary  is 
required  to  be  rendered  for  the  register  of  audited  vouchers.* 
These  summaries  may  be  copied  into  one  book,  the  entries  for 
various  persons  being  a  history  of  amounts  due  the  company; 
the  other  a  history  of  amounts  due  by  the  company.  The  two 
statements  being  thus  brought  together,  only  the  balance  or 
difference  between  them  need  be  posted  on  the  general  books. 
A  common  distribution  of  material  book  will  be  found  con- 
venient for  summarizing  these  important  accounts. 

A  ledger  account  should  be  opened  at  headquarters  for  all 
charges  against  various  persons. 

A  journal  and  double-entry  ledger  should  also  be  kept  by 
every  storekeeper  who  has  such  an  account  The  expense  this 
will  engender  will  be  slight  compared  with  the  safety  it  will 
insure.  The  object  sought  is  to  secure  a  record  that  must  be 
formally  closed  in  every  instance  and  that  cannot  be  over- 
looked or  forgotten. 

A  ledger  account  should  therefore  be  opened  when  labor  is 
performed,  material  sold  or  expense  incurred  for  an  indi- 
vidual, firm  or  corporation.  The  parties  against  whom  the 
account  occurs  should  be  formally  charged  on  this  ledger. 
When  the  work  is  completed,  and  the  charge  has  been  finally 
and  properly  disposed  of,  the  ledger  account  should  be  elo8ed.t 
In  making  this  closing  entry  or  entries  at  storehouses,  par- 
ticular care  should  be  taken  to  give  the  month  and  folio  of  the 
distribution  book  In  which  the  account  is  returned  to  head- 


*  I.  e.,  bills  due  by  a  company. 

t  In  the  case  of  storekeepers  this  would  be  wben  it  baa  been  returned 
to  headquarters  in  the  manner  prescribed ;  at  headquarters  it  would  be 
When  the  account  was  paid  or  otherwise  formally  dlspoeed  of. 
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quarters  or  otherwise  disposed  of.  This  method  of  treating 
various  persons'  accounts  will  prevent  the  possibility  of  a 
charge  against  anyone  being  overlooked,  a  thing  likely  to 
occur  In  case  an  account  ran  through  two  or  more  months,  or 
if  the  rendering  of  It  was  not  coincident  with  the  debit. 

Generally  speaking,  accountants  everywhere  will  find  It  to 
be  a  wise  precaution  to  open  a  double-entry  ledger  account 
wherever  an  account  against  anyone  occurs  (that  might  other- 
wise be  lost  or  overlooked),  closing  It  only  when  the  account 
is  paid  or  finally  disposed  of.  There  Is  always  danger  other- 
wise of  charges  of  this  nature  being  lost.  It  Is  the  peculiar 
merit  of  double-entry  bookkeeping  that  It  prevents  such 
lapses:  It  Is  the  only  thing  that  does.  Through  Its  operation 
every  account  stands  till  formally  closed,  and  attention  is 
called  to  It  each  month,  when  the  balance  sheet  Is  drawn  off, 
so  that  If  an  account  Is  overlooked  at  one  time,  it  Is  sure  to 
secure  attention  at  another.  No  book  or  system  ever  devised 
as  a  substitute  for  double^ntry  bookkeeping  secures  this. 
Thus,  If  a  caris  to  be  rebuilt  that  may  require  several  months, 
or  an  account  is  opened  that  may  not  be  closed  for  some  time, 
this  ledger  will  pick  up  the  several  fragments  of  the  account 
as  they  arise  and  bring  them  together  In  one  place,  so  that 
when  the  whole  Is  completed  the  accountant  cannot  avoid 
reviewing  the  same  to  see  whether  It  has  been  settled  or  for- 
mally disposed  of. 

When  an  order  is  received  at  a  shop  or  storehouse  by  which 
a  charge  is  to  be  Incurred  against  an  Individual  or  corpora- 
tion, a  record  of  the  matter  should  be  made  forthwith,  so  that 
it  may  not  subsequently  be  forgotten  or  omitted.  For  the  pur- 
pose of  this  preliminary  record,  a  common  blotter  or  day  book 
may  be  used.  When  the  account  is  formally  opened  on  the 
ledger,  this  preliminary  entry  should  be  canceled  as  an  evi- 
dence thereof;  until  so  canceled  it  must  not  be  overlooked  or 
forgotten. 

Cancelation  of  Various  Persons*  Bills. — In  the  event  It  is 
desired  to  cancel  a  various  persons'  bill,  an  account,  or  an 
Item  in  an  account,  due  from  an  individual,  firm  or  corpora- 
tion, satisfactory  reasons  therefor  should  be  written  on  the 
face  of  the  bill  or  statement  of  account,  or  must  be  attached 
thereto.  The  statement  should  be  signed  by  the  officials  cer- 
tifying to  the  authenticity  of  the  original  account.  This  state- 
ment win  form  the  basis  for  correcting  the  account  on  the 
general  books  of  the  company,  and  should  be  filed  as  a 
voucher  for  such  change.  This  does  not  apply  to  traffic  ac- 
counts, which  may  be  corrected  at  any  time  by  the  officials  in 
charge. 

In  canceling  rarious  persons'  bills,  the  amount  should  be 


304  SAFEGUARDING  EXPENDITURES. 

charged  on  the  general  books  to  the  account  originally 
credited  on  the  register  of  various  persons'  bills. 

When  various  persons'  bills  which  have  been  credited  to 
"Material — Various  Persons"  are  canceled,  an  entry  should 
be  made  on  the  distribution  book  of  the  storekeeper  who  ac- 
counted for  same,  in  the  following  manner:  The  amount  of 
the  various  persons'  bills  canceled  should  be  deducted  from 
the  total  amount  of  "Various  Persons'  Accounts"  for  the 
month,  and  the  operating  or  other  accounts  which  were  first 
credited  should  be  charged  with  the  amount 

Specific  reference  should  be  made  m  the  distribution  book 
to  each  various  persons'  bill  canceled,  and  the  reason  for  can- 
celation given.  Notice  will  be  given  by  the  general  account- 
ing officer  monthly  of  all  bills  to  be  canceled,  and  no  cancela- 
tion entries  should  be  made  on  the  distribution  books  other 
than  for  bills  reported  by  the  general  accounting  officer. 


CHAPTER  XXVIL 

FISCAL   REGULATIONS    CONNECTED  WITH   VOUCHERS 

AND  OTHER  PAYMENTS,  INCLUDING  INTEREST 

ON  BONDS,  SINKING  FUNDS,  ETC. 

[Note. — As  this  chapter  directly  concerns  disbursements,  it  finds  an 
appropriate  place  here.  Much  of  it  concerns  the  station  agents  of  a 
company,  who  have  little  to  do  with  expenditures  generally.  I  have 
accordingly  incorporated  the  bulk  of  it  in  another  volume  of  the  "Science 
of  Railways"  series,  which  relates  almost  wholly  to  the  duties  of 
agents.] 

Vouchers.* — ^A  voucher  Is  a  certificate  of  indebtedness 
issued  by  a  company,  giving  the  name  and  residence  of  the 
payee,  the  particulars  of  the  claim,  and  the  amount  thereof. 

Elach  voucher  should  recite  the  name  (in  full)  and  address 
of  the  payee,  and  should  give  a  detailed  statement  of  the  pur- 
pose for  which  it  is  made,  and  the  date  and  amount.  It  should 
show  upon  its  face,  or  in  the  place  designated  under  the  filing, 
the  account  or  accounts  to  which  it  is  chargeable. 

All  papers  or  correspondence  that  belong  to  or  are  in  any 
way  necessary  to  explain  the  reasonableness  or  authenticity 
of  a  voucher  should  be  attached  to  it.  All  the  facts  in  relation 
to  it  should  be  explained  either  upon  its  face  or  in  the  papers 
that  accompany  It.f 

A  voucher  is  required  to  be  made  for  material  purchased; 
for  service  performed  for  a  company  when  not  embraced  in 
the  pay  roll;  for  amounts  due  for  injuries,  damages,  property 
bought  or  expense  incurred  on  a  company's  behalf.  Vouch* 
ers  should  be  made  in  favor  of  the  person,  firm  or  corporation 
to  whom  the  company  is  Indebted.  In  case  of  amounts  due 
the  national  or  state  governments,  counties,  cities,  townships, 
villages,  and  the  like,  vouchers  should  be  made  impersonally 
In  favor  of  the  ofiicial  entitled  to  receive  the  money,  thus: 
Treasurer  of  the  United  States;  Treasurer  (or  Collector)  of 
Greene  County,  Iowa,  etc. 


•  See  Form  80.  App(>ndlx  D. 

tMany  companfen  make  a  copy  of  the  original  voucher;  the  copy 
they  use  In  making  the  payment:  the  original  they  file  away  wUh  the 
papers  attached.  There  are  many  things  In  favor  of  this  plnn.  T  have, 
**owever.  always  been  accustomed  to  use  the  original  voucher  in  pay- 
ing, and  that  is  the  plan  outlined  In  my  books. 
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Vouchers  upon  which  payment  is  made  for  materials 
should  in  all  cases  be  made  by  the  purchasing  agent,  whether 
the  request  for  the  same  is  forwarded  before  or  after  the  soods 
are  bought. 

No  voucher  for  the  payment  of  supplies  of  any  kind  should 
be  certified  to  or  passed  for  payment  without  the  written 
acknowledgment  of  the  storekeeper  that  the  property  has  been 
received,  inspected  and  accepted. 

Vouchers  for  material  should  specify  the  date  the  material 
was  purchased,  and  the  number  of  the  requisition  on  the  pur- 
chasing agent  on  account  of  which  it  was  bought 

Vouchers  for  labor  should  contain  a  statement  of  the  time 
worked,  the  place,  rate  and  date. 

Where  coal,  rails,  lumber,  scrap  or  other  material  is  han- 
dled by  contract,  payment  for  such  services  should  be  made 
by  voucher.  The  voucher  should  be  made  on  the  first  day  of 
the  succeeding  month.  It  should  give  date  of  contract,  rate, 
and  all  other  information  necessary  to  a  complete  understand- 
ing of  the  transaction.  It  should  be  vouched  for  by  the  proper 
ofiicial  and  treated  in  all  respects  as  other  vouchers. 

Vouchers  for  traveling  expenses  should  give  each  item,  and 
date  and  place  the  expense  was  incurred. 

Officials  and  agents  of  a  company  who,  in  traveling  on 
official  business,  pay  for  transportation  over  lines  of  foreigrn 
companies,  should  make  return  on  separate  vouchers  of  all 
sums  so  paid.  In  each  case  the  route  of  travel  should  be 
clearly  stated,  giving  the  name  of  the  railway  or  other  trans- 
portation company  used.  If  coupon  tickets  are  used,  the  name 
of  each  company  included  therein  should  be  stated. 

The  division  superintendent  should  make  vouchers  for  the 
relief  of  agents,  when  in  his  judgment  it  is  proper  to  do  so,  for 
money  stolen  or  destroyed  by  destruction  of  office  by  fire  or 
otherwise.  He  should  also  make  vouchers  to  relieve  agents 
for  petty  payments  they  have  been  authorized  to  make  for 
feeding  or  care  of  delayed  or  Injured  stock,  or  to  meet  similar 
emergencies  at  stations. 

In  paying  vouchers  it  is  not  always  convenient  or  prac- 
ticable to  read  the  papers  attached;  consequently  transfer 
orders  may  be  overlooked,  unless  a  notation  is  made  on  the 
back  of  the  voucher  calling  attention  to  them.  In  the  events 
therefore,  that  an  order  is  attached,  the  fact  should  be  noted 
by  the  person  making  the  voucher. 

Vouchers  should,  so  far  as  possible,  be  charged  on  the 
books  in  the  month  in  which  the  debt  is  incurred. 

Errors  in  name  or  initials  of  payee,  place  of  residence, 
description  of  claim  or  amount  thereof,  cause  much  incon- 
venience, and  are  the  occasion  of  expense  and  delay  in  the 
payment  of  the  account.    They  are  also  liable  at  any  moment 
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to  InvolYe  the  company  in  loss  if  not  discovered  and  corrected 
In  time.  Mistakes  of  this  kind  are  frequently  the  result  of 
ignorance  or  inadvertence  upon  the  part  of  the  maker  of  the 
voucher,  but  more  often  the  result  of  carelessness.  It  is  highly 
Important,  therefore,  that  especial  care  should  be  exercised  in 
making  vouchers  to  see  that  the  name  of  the  payee  as  given 
Is  technically  correct,  and  if  necessary,  vouchers  should  be 
withheld  by  the  maker  until  satisfactory  inquiries  in  this 
respect  can  be  made. 

The  filing  on  the  back  of  the  voucher  should  be  filled  in  by 
the  maker,  before  sending  same  to  headquarters. 

Each  voucher  should  be  given  a  number,  beginning  with 
No.  1  the  first  of  the  fiscal  year;  it  should  be  entered  at  the 
headquarters  of  the  company  on  a  register  provided  for  that 
purpose.*  The  register  should  contain  a  brief  account  of  each 
Toucher:  number,  name  of  payee,  character  of  claim,  amount 
and  the  account  to  which  it  is  chargeable.  At  the  end  of  the 
month  a  statement  should  be  drawn  oft  from  this  register, 
showing  the  total  amount  of  vouchers  entered  and  the  things 
to  which  they  are  chargeable,  giving  the  name  and  amount  of 
each  charge.  A  similar  statement  should  be  drawn  off  from 
the  various  persons'  register.  These  statements  may  be  en- 
tered in  one  book;  one,  the  entries  for  vouchers,  being  a  his- 
tory of  debts  incurred  for  material  and  other  things;  the 
other,  a  history  of  credits.  The  two  statements  being  thus 
brought  together  in  one  book,  only  the  balance  or  difterence 
between  the  debits  and  credits  need  be  posted  on  the  general 
books.  A  common  distribution  of  material  book  will  be  found 
convenient  for  summarizing  these  accounts. 

Officials  who  render  a  distribution  book  should  open  an 
account  on  such  book  with  "Vouchers  Chargeable  to  Store- 
keepers."  Under  this  head  should  be  entered  the  date  and 
number  of  each  voucher,  name  and  address  of  payee,  what  it 
is  for,  and  the  page  on  which  the  distribution  of  same  may 
be  found.  The  total  of  vouchers  thus  entered  should  be  car- 
ried to  the  final  recapitulation  of  the  distribution  book  as  a 
credit  (red  ink)  under  the  head  of  "Material— Vouchers." 
These  vouchers,  when  entered  on  the  register,  should  be 
debited  to  "Material— Vouchers."  Vouchers  originating  with 
other  officials  of  the  company  who  have  no  occasion  to  render 
monthly  distribution  books,  should  be  debited  on  the  register 
to  the  proper  operating,  material  or  other  account,  whatever  it 
may  be. 

Accounts  against  a  company  should  receive  immediate 
attention  from  all  through  whose  hands  they  pass.  Vouchers 
should  be  made  promptly;  should  be  entered  on  the  day  re* 


*  Form  81p  Appendix  D. 
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ceived  and  should  be  approved  for  payment  without  being 
held  longer  than  necessary  to  verify  their  accuracy.  Finally 
they  should  be  paid  on  the  day  on  which  they  reach  the  dis* 
burslng  agent  of  a  company,  unless  business  reasons  prevent. 
The  greatest  promptness  should  characterize  the  making, 
auditing  and  paying  of  vouchers;  delay  in  such  matters  evinces 
lack  of  attention  or  proper  business  methods;  it  inconven- 
iences and  in  many  cases  seriously  embarrasses  the  parties  in 
Interest. 

If  for  any  reason  those  whose  duty  it  is  to  certify  to  or 
approve  vouchers  should  withhold  their  signatures,  they 
should  forthwith  notify  the  official  or  agent  of  the  company 
with  whom  the  voucher  originated,  so  that  the  embarrass- 
ments to  the  service  likely  to  be  occasioned  by  absence  of 
such  knowledge  may  be  avoided. 

Cases  may  sometimes  arise  of  such  urgency  as  to  require 
payment  in  advance  of  the  auditing  of  a  voucher  to  cover  the 
same.  When  this  is  done  the  money  thus  advanced  should  be 
charged  to  the  official  of  the  company  who  receives  and  dis- 
burses it,  but  no  payment  should  be  made  in  advance  of  audit- 
ing except  under  rules  and  regulations  established  beforeliand 
by  the  general  accounting  officer. 

In  the  event  any  portion  of  the  money  advanced  under  the 
foregoing  rule  is  reconveyed  into  the  treasury,  it  should  be 
credited  to  the  account  charged.  For  such  portion  of  it  as  may 
be  disbursed,  a  voucher  should  be  made  by  the  official  making 
the  disbursement  In  favor  of  the  person  or  persons  to  whom 
it  is  paid;  the  receipt  of  such  person  or  persons  should  be 
attached  to  such  voucher. 

Vouchers  made  on  account  of  money  advanced  should  be 
credited  to  the  person  charged  with  the  advance.  On  the  face 
of  all  such  vouchers  the  person  making  the  same  should  note 
in  red  ink  that  it  has  been  paid,  giving  the  name  of  the  person 
by  whom  paid,  thus:  "Paid  by  Charles  Murray,  Sup't."  A  sim- 
ilar notation  should  be  made  on  the  back  of  the  voucher,  un- 
derneath the  filing.  The  notation  should  be  plain  and 
conspicuous,  so  as  to  prevent  duplicate  payment. 

In  entering  on  the  "register  of  audited  vouchers"  a  voucher 
that  has  already  been  paid,  the  fact  of  its  having  been  paid 
should  be  noted  on  the  register  in  every  case,  giving  the  name 
of  the  person  by  whom  paid;  this  will  enable  the  auditing  offi- 
cer to  prevent  duplicate  payment  In  the  event  the  fact  that  the 
voucher  has  already  been  paid  should  be  overlooked  by  the 
treasurer.* 


•  The  foregoing  rules  refer  more  particularly  to  disbursements  of 
cash  hy  offlcers  of  a  company  in  settlement  of  claims  and  similar  mat- 
ters, and  must  not  be  confounded  with  the  rules  and  regulations  gov- 
erning bills  paid  by  station  agents  in  advance  of  vouchers  being  made 
therefor,   given  further  on. 
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Paying  Vouchers. — Vouchers  are  required  to  be  approved 
by  the  proper  officer  before  being  paid. 

In  order  to  systematize  the  payment  of  local  expenditures 
connected  with  the  working  of  the  property.  Including  the  pay- 
ing of  vouchers,  pay  rolls,  claims  and  balances  of  every  kind, 
such  payments  should  be  made  directly  from  the  office  of  the 
treasurer  or  under  his  direction. 

Before  paying  a  voucher  or  delivering  a  check,  the  payee 
should  be  called  upon,  whenever  practicable,  to  state  specifio- 
ally  the  amount  and  nature  of  his  claim.  His  ability  to  do  so 
will  serve  in  a  measure  to  identify  him  and  is,  moreover,  cor- 
roborative evidence  of  the  correctness  of  the  account  It  will, 
in  addition,  enable  a  company,  without  the  knowledge  of  the 
payee,  to  correct  any  mistake  that  may  have  been  occurred  in 
auditing  whereby  too  much  may  have  been  allowed,  either 
through  duplication  of  the  account  or  otherwise. 

Vouchers  payable  at  or  near  an  agency  are  oftentimes  sent 
to  the  agent  to  pay  in  currency.  When  the  amount  is  large, 
or  beyond  the  ability  of  the  agent  to  pay  out  of  the  receipts 
for  one  day,  it  is  better  to  send  the  money  with  the  bill.  If, 
however,  an  agent  should  be  inadvertently  asked  to  pay  a 
voucher  that  the  proceeds  of  his  station  do  not  render  possible 
without  waiting  to  accumulate  cash  (and  thus  discontinue  his 
remittances),  he  should  advise  the  treasurer  of  the  facts  in  the 
case  and  await  his  instructions  and  not  hold  his  collections.* 

Vouchers  sent  agents  to  pay  and  not  called  for  or  paid 
within  thirty  days  should  be  returned  to  the  treasury,  with  a 
statement  of  the  reason  why  not  paid,  except  when  checks  or 
drafts  are  sent  with  vouchers,  in  which  case  they  should  be 
returned  within  ten  days. 

When  more  than  one  voucher  is  sent  to  an  agent  at  one 
time,  they  should  be  paid  as  fast  as  the  receipts  of  the  station 
will  permit  and  should  be  remitted  from  day  to  day,  as  fast 
as  paid,  without  waiting  for  the  whole  lot  to  be  disposed  of. 

Vouchers  should  be  remitted  by  the  first  express  after  they 
are  paid. 

In  the  event  vouchers  are  sent  to  the  wrong  agent  to  pay, 
they  should  be  returned  forthwith  by  express. 

The  signature  to  the  receipt  at  the  bottom  of  a  voucher 
should  be  exactly  the  same  in  every  particular  as  the  name  of 
the  person  or  persons  to  whom  the  voucher  is  payable;  unless 
this  is  the  case,  credit  cannot  be  allowed  the  agent  for  paying 
the  same. 

Vouchers  should  be  receipted  by  the  person  or  persons  to 
whom  they  are  payable,  or  by  someone  known  by  the  agent  to 


*  One  reason  for  this,  and  a  good  one,  is  that  to  hold  his  receipts 
would  be  to  break  the  line  of  remittance,  whereas  I  have  always  believed 
that  the  gross  sum  collected  each  day  should  be  remitted  dally. 
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be  authorized  to  collect  the  amount  and  receipt  therefor.  In 
paying  vouchers  to  persons  holding  orders,  agents  should  see 
that  vouchers  are  receipted  by  the  person  or  persons  to  whom 
the  order  is  payable,  attaching  the  order  to  the  voucher  in 
every  case.  Agents  are  held  strictly  responsible  for  vouchers 
paid  to  unauthorized  persons. 

It  will  sometimes  be  necessary  for  the  treasurer  to  pay 
money  to  an  attorney  or  other  agent  of  a  company,  to  enable 
such  attorney  or  agent  to  satisfy  some  claim  decreed  by  the 
courts,  or  otherwise.  In  such  cases  the  disbursing  officer  will 
take  the  receipt  of  the  attorney  or  agent  for  the  money  thus 
paid.  This,  however,  is  merely  preliminary.  When  the  money 
is  finally  paid  by  the  attorney  or  agent  to  the  person  or  per- 
sons to  whom  it  belongs,  a  receipt  therefor  should  be  taken. 
This  receipt  should  be  filed  with  the  one  already  rendered  to 
the  disbursing  officer  by  the  attorney  or  agent.  When  a  re- 
ceipt from  the  person  or  persons  to  whom  the  money  is  finally 
paid  cannot  be  secured,  as  sometimes  occurs  when  money  l»< 
paid  to  the  officers  of  the  courts,  then  all  the  facts  connected 
with  the  payment  should  be  recounted  and  placed  on  file  la 
lieu  of  a  receipt. 

When  the  payee  of  a  voucher  cannot  write,  .the  agent  or 
cashier  of  a  company  cannot  act  as  a  witness  if  the  voucher 
Is  paid  by  him. 

Duplicate  receipts,  if  any  are  attached  to  a  voucher,  should 
be  receipted,  dated  and  returned  with  it. 

Agents  should  not  permit  papers  attached  to  vouchers  to 
be  detached.  Such  papers  are  necessary  to  the  completeness 
of  the  voucher  and  should  not,  therefore,  be  disturbed.  They 
are,  moreover,  as  a  rule,  confidential  in  their  nature,  and 
should  not  be  inspected  or  read  by  the  payee  of  a  voucher^ 
except  when  attached  for  his  information. 

After  paying  a  voucher,  the  agent  should  stamp  it  in  & 
plain,  legible  manner  (on  the  same  date)  with  the  station 
stamp,  directly  under  the  filing  on  the  back  of  the  voucher. 
This  is  evidence  that  it  was  paid  by  him. 

In  the  event  a  voucher  or  check  is  lost,  a  company  should 
require  in  every  instance  a  good  and  sufficient  bond  of  in- 
demnity to  be  filed  by  the  payee  before  issuing  a  duplicate.* 
Great  care  should  therefore  be  taken  to  protect  vouchers  and 
checks. 

No  unaudited  voucher  or  account  should  be  paid  except 
upon  the  authority  of  the  treasurer,  and  not  then  except  In 
extreme  cases,  to  meet  the  emergencies  of  business. 

Great  trouble  and  risk  are  sometimes  experienced  In  the 
payment  of  vouchers  in  consequence  of  their  not  being  made  in 


•  Form  77,  Appendix  D. 
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favor  of  the  right  person  or  persons.  In  some  instances  the 
initials  of  the  payee  are  Yqcomg;  more  often,  however, 
the  name  is  given  incorrectly;  in  case  of  corporations  and 
firms,  names  are  transposed,  or  the  vouchers  are  made  in  the 
name  of  individuals.  When  an  error  of  this  kind  is  discovered, 
payment  should  be  stopped  until  the  voucher  can  be  corrected. 
Money  should  never  be  paid  except  to  the  person  or  persons 
named  in  the  instrument. 

When  it  is  found  that  an  error  has  been  made  in  the  amount 
or  name  of  the  payee  of  a  voucher  or  check  sent  to  an  agent 
to  pay,  such  voucher  or  check  (or  both)  should  be  returned  to 
the  treasurer  unpaid,  with  a  statement  of  the  facts  in  the  case, 
so  that  the  matter  may  be  corrected. 

Under  no  circumstances  is  it  permissible  for  an  agent  to 
change  or  deface  a  voucher  or  check  in  any  way. 

If,  for  any  reason,  payment  is  not  to  be  made  to  the  person 
in  whose  name  a  voucher  is  made,  the  facts  should  be  noted  on 
the  face  of  the  bill,  also  on  the  back  of  the  voucher  underneath 
the  filing,  giving  the  reason  therefor  and  the  name  of  the  per- 
son to  whom  the  money  is  to  be  paid.  This  indorsement  (ex- 
cept in  the  case  of  transfer  orders  attached)  should  be  signed 
by  the  person  or  persons  certifying  the  voucher  and  should  be 
satisfactory  in  every  respect  to  the  treasurer,  otherwise  pay- 
ment should  be  withheld  awaiting  satisfactory  explanation. 

In  paying  vouchers  to  persons  holding  orders,  the  order 
should  be  attached  to  the  document  in  each  instance,  and  the 
person  holding  it  made  to  sign  in  lieu  of  the  principal.  But  it 
should  not  be  forgotten  that  a  company  is  averse  to  accepting 
orders  save  for  good  and  sufficient  reasons.  It  prefers  to  treat 
directly  with  the  principal. 

Gas  Bills. — In  order  that  a  company  may  avail  itself  of  the 
advantage  arising  from  the  custom  of  illuminating  companies 
of  discounting  their  bills  on  condition  of  prompt  payment,  the 
following  expeditious  method  of  providing  for  their  settlement 
is  suggested: 

Bills  that  accrue  at  shops,  stations  and  department  head- 
quarters should  be  certified  to  and  forwarded  immediately  to 
the  division  superintendent  for  approval.  He  should  enter 
them  in  his  distribution  book  under  the  head  of  "Vouchers 
chargeable  to  storekeepers,"  and  charge  the  proper  operating 
expenses.  He  should  then  stamp  and  forward  them  without 
delay  to  the  agent  most  conveniently  located,  for  payment. 
After  they  are  paid  by  the  agent  they  should  be  stamped  on  the 
back  with  his  station  stamp  on  the  date  paid,  and  forthwith 
remitted  to  the  treasurer  as  cash. 

When  no  discount  is  allowed  for  Immediate  payment,  such 
accounts  should  be  treated  the  same  as  other  bills.  Officials  in 
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charge  should  see  that  bills  are  paid  promptly  and  that  the 
company  receives  the  benefit  of  the  discount  allowed. 

The  treasurer  may  (to  avoid  a  multiplication  of  bills)  bring 
together  into  one  voucher  all  bills  of  the  foregoing  nature 
paid  in  any  one  month. 

Payment  by  Agents  op  Bills  Due  by  a  Company  before 
THEY  ARE  AUDITED  AND  Appro\t:d. — ^No  agent  should  be  author- 
ized to  pay  any  bill,  voucher,  certificate  of  discharge,  or  other 
evidence  of  debt  against  a  company,  except  under  established 
rules,  on  accounts  duly  audited  and  approved. 

In  the  event,  however,  it  should  become  necessary  in  the 
course  of  business  for  an  agent  to  pay  money  in  advance  of 
the  approval  of  the  document,  it  may  be  done  upon  the  written 
direction  of  the  treasurer,  or,  in  an  emergency,  on  the  written 
order  of  a  general  approving  officer  of  a  company. 

In  such  cases  the  agent  should  be  directed  to  make  the  pay- 
ment and  take  a  receipt  therefor,  holding  the  latter,  with  the 
order  directing  the  payment,  until  a  voucher  can  be  audited 
relieving  him  of  the  charge. 

This  voucher  should  be  prepared  without  delay,  in  the  de- 
partment in  which  the  claim  originated,  and  should  be  made 
in  the  name  of  the  person  to  whom  the  money  is  paid. 

This  voucher  should  pass  through  the  same  channel  as  other 
vouchers,  and  be  treated,  so  far  as  the  methods  of  approving 
and  auditing  are  concerned,  as  if  unpaid. 

On  the  back  of  said  voucher,  however,  under  the  proper  fil- 
ing, the  maker  should  plainly  note  in  red  ink,  "Paid  by  Blank, 
agent  at  Blank  station,"  a  similar  notation  being  made  on  the 
face  of  the  voucher. 

When  the  money  is  paid  in<  this  way,  the  receipt  taken  hy 
the  agent  should  describe  the  purpose  of  the  payment. 

This  receipt  should  be  technically  legal  in  form. 

Afterward  it  should  be  stamped  with  the  station  stamp. 

When  the  approved  voucher  reaches  the  agent,  the  receipt 
should  be  attached  thereto  by  him;  also  the  oraer. 

The  voucher  should  then  be  remitted  without  delay,  aa  the 
rules  prescribe. 

Whenever  a  payment  is  directed  to  be  made  otherwise  than 
by  order  of  the  treasurer,  the  latter  should  be  forthwith  noti- 
fied of  the  fact;  but  no  such  order  should  be  issued  except  in 
the  absence  of  the  treasurer,  and  to  meet  an  exceptional  and 
imperative  necessity. 

Cancelation  of  Vouchers. — ^Up  to  the  time  the  books  are 
closed,  and  the  statement  of  audited  bills  entered  upon  the  gen- 
eral books,  any  error  in  the  amount  of  a  voucher  may  be  cor- 
rected, or  the  voucher  itself  may  be  canceled  and  withdrawn 
from  the  register  of  vouchers  by  simply  canceling  the  entry  on 
such  register.  Afterward,  no  correction  is  possible;  if  an  error 
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has  been  made  in  the  amount,  the  Instrument  should  be  for- 
mally canceled  and  a  new  voucher  made. 

When  it  is  desired  to  cancel  a  voucher  after  the  books  are 
closed,  it  should  be  forwarded  to  the  accounting  officer,  so  that 
the  cancelation  may  be  made  on  the  books  in  due  form. 

Vouchers  requiring  to  be  canceled  after  the  books  are  closed 
should  never  be  torn  up  or  destroyed,  as  they  are  required  for 
niing. 

In  the  event  it  is  necessary  to  cancel  a  voucher,  the  request 
therefor  should  be  noted  on  the  back,  underneath  the  filing, 
with  the  reason  given.  This  should  be  signed  officially. 

In  case  a  new  voucher  is  required,  the  person  making  the 
original  bill  should,  if  practicable,  be  called  upon  to  make  the 
same. 

In  canceling  vouchers,  the  amount  should  be  credited  to  the 
account  originally  charged. 

When  vouchers  which  have  been  charged  to  "material 
vouchers"  are  canceled,  an  entry  should  be  made  on  the  distri- 
bution book  of  the  storekeeper  who  accounted  tOr  same,  in  the 
following  manner:  The  amount  of  the  vouchers  canceled 
should  be  deducted  from  the  total  amount  of  "Vouchers  charge- 
able to  storekeepers"  for  the  month,  and  the  operating  or  other 
accounts  first  charged  with  the  vouchers  should  be  credited. 

When  it  is  desired  to  cancel  or  change  a  voucher  before  the 
books  are  closed,  it  should  be  referred  back  to  the  various 
officials  upon  whose  books  it  appears,  so  that  they  may  cancel 
or  change  the  entry  thereon. 

Specific  reference  should  be  made  In  the  distribution  book 
to  each  voucher  or  various  persons'  bill  canceled,  and  the  rea- 
son for  cancelation  given.  Notice  should  be  given  by  the  ac- 
counting officer  monthly  of  all  vouchers  and  bills  to  be  can- 
celed, and  no  cancelation  entries  should  be  m&de  on  the  dis- 
tribution books  other  than  for  the  vouchers  or  bills  reported 
by  the  accounting  officer. 

Taking  Receipts. — How  Indobsement  Should  be  Made  and 
Receipts  Signed. — The  taking  of  a  receipt  when  paying  money 
on  account  of  a  company  is  necessary  to  protect  both  the 
principal  and  the  agent;  the  receipt  should,  moreover,  be  tech- 
nically and  legally  correct 

In  no  case,  therefore,  should  an  agent  of  the  company  pay 
money  on  its  behalf  without  taking  a  due  and  proper  receipt 
therefor  at  the  time.  An  endorsement  on  the  back  of  a  check, 
draft,  time  ticket,  bill  of  exchange  or  similar  instrument,  is  an 
acknowledgment  and  will  answer  the  same  purpose  as  a  receipt. 

Receipts  and  acknowledgments  for  money,  property  or  other 
consideration,  and  all  endorsements  on  the  back  of  time  tickets, 
letters  of  identification,  orders,  drafts,  and  checks,  should  cor- 
respond in  every  particular  with  the  name  of  the  payee.   For 
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instance,  if  a  document  is  made  in  f&yor  of  "James  Cardiff," 
or  tlie  transaction  is  with  him,  a  receipt  or  endorsement  cannot 
be  accepted  signed  by  "James  Carkiiff." 

If  the  name  of  the  payee,  as  written,  is  spelled  incorrectly 
the  document  cannot  be  paid,  but  should  be  returned  and 
formally  corrected. 

Vouchers  should  only  be  paid  to  the  indlYidual,  firm  or  cor- 
poration in  whose  name  they  are  drawn. 

They  may  be  paid  upon  the  presentation  of  an  order  prop- 
erly arawn  by  the  payee  or  by  the  legal  and  binding  repre- 
sentative of  such  payee.  The  authority  should  in  every  case  be 
securely  attached  to  the  voucher. 

All  time  tickets,  letters  of  advice,  checks,  drafts,  bills  of 
exchange  and  similar  documents,  should  be  personally  endorsed 
by  the  payee  or  by  a  legal  and  binding  representative  of  such 
payee.  As  it  is  neither  convenient  nor  safe  to  attach  orders  in 
these  cases  they  will  not  be  accepted. 

Documents  in  favor  of  corporations  should  be  signed  by 
the  duly  authorized  agent  or  officer  of  such  corporation,  the 
name  and  title  of  the  person  being  given  in  full  in  every  in- 
stance. 

Signatures  should  be  witnessed  in  all  cases  by  some  respon- 
sible person  when  the  payee  is  not  personally  known. 

Endorsements  by  mark  cannot  be  witnessed  by  an  agent, 
cashier  or  other  person  for  moneys  paid  by  them. 

When  a  payee  cannot  write  he  should  make  his  mark  in 
legal  form  in  lieu  of  a  signature.* 

Those  who  make  payments  should  be  held  strictly  respon- 
sible for  the  bona  fide  character  of  the  receipt  or  acknowledg- 
ment and  the  payment  of  the  money  to  the  proper  person  or 
persons. 

Drafts  or  checks  cashed  by  agents  or  accepted  by  them 
should  be  indorsed  according  to  the  rules  and  regulations 
made  especially  for  such  cases. 

Checks  and  drafts  received  by  agents  in  the  regular  course 
of  business,  which  are  to  be  remitted,  should  be  indorsed  pay- 
able to  the  order  of  the  bank  to  which  they  remit,  in  form, 
as  follows: 

"Pay  to  the  order  of 

Bank    

Railway  Co. 

By  ► Agent,  Rochester." 


•  This  mark  ihould  be  witnessed  by  some  responsible  person  person- 
ally knowing  the  payee ;  In  form  as  follows : 

His 
RiCHABD  A  Roe. 
Mark. 
Witness:  John  Smith,  Chicago,  111. 


-^n 
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This  indorsement  should  be  made  immediately  upon  receipt 
of  the  document,  so  that,  in  the  event  it  is  lost,  it  cannot  be 
misused. 

Checks  and  drafts  should  be  drawn  to  the  order  of  the 
collecting  agent  (as  an  agent),  and  before  being  remitted 
should  be  stamped  as  directed  and  formally  indorsed  by  him. 

In  the  event  an  agent  should,  in  the  regular  course  of  busi- 
ness, accept  checks  or  drafts  not  drawn  to  his  order  as  agent, 
or  made  payable  to  his  order,  they  should  nevertheless  be  in- 
dorsed by  him,  as  above,  so  that  his  responsibility  may  always 
appear,  and  the  misuse  of  checks  prevented. 

Indorsements  made  on  time  tickets,  checks,  drafts  or  other 
paper  remitted  by  agents,  should  give  the  name  of  the  station 
at  which  the  agent  is  located. 

Indorsements  should,  if  possible,  be  made  by  the  agent,  and 
not  by  his  clerk;  exception  will  be  made  to  this  rule  when  the 
cash  is  practically  or  formally  in  charge  of  a  cashier. 

Indorsements  should  be  technically  and  legally  perfect. 

All  time  tickets,  vouchers,  gas  bills,  freight  bills  and  simi- 
lar documents  remitted  by  agents  should  be  stamped  by  them 
wun  the  station  stamp  on  the  date  they  are  paid. 

The  foregoing  rules  and  regulations  apply  more  par- 
ticularly to  receipts  to  vouchers  and  indorsements  on  checks, 
drafts,  notes,  time  tickets  and  kindred  documents.  They  are 
equally  applicable,  however,  to  receipts  of  consignees  for 
freight  and  for  advances  made  by  a  company,  and  for  trans- 
actions of  e\ery  kind  wherein  the  public  is  concerned;  also  to 
receipts  given  by  agents  and  others  for  charges  on  freight  and 
collections  of  every  description. 

Signatures  should  never  be  inserted  with  a  stamp.  Some 
distinguishing  mark  or  name  should  be  written  with  pen  and 
ink. 

It  should  be  remembered  that  the  signing  by  one  person 
for  another  is  not  binding  unless  duly  authorized,  and  when- 
ever a  person  signs  for  another,  the  name  of  the  person  sign- 
ing should  be  given.  If  a  person  having  power  of  attorney 
signs,  he  should  attach  to  his  signature  "Attorney  in  fact;*' 
if  he  signs  as  trustee,  administrator,  agent  or  otherwise,  the 
fact  should  be  duly  stated  beneath  his  signature.  It  is  the 
duty  of  the  agent  or  official  who  accepts  such  signature  to 
satisfy  himself  at  the  time  that  the  person  signing  is  duly 
qualified. 

It  should  be  kept  constantly  in  mind  by  all  who  pay  money 
that  while  it  is  easy  for  them  to  assure  themselves  of  the 
creditability  of  those  to  whom  they  pay  before  the  transaction 
occurs,  it  is  often  difficult  or  impossible  afterward.    Men  are 
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ever  willing  to  substantiate  their  right  to  recelYe  money,  if 
required  to  do  so  before  the  transaction.  Afterward  they  are 
indifferent  in  many  cases,  and  the  burden  of  proof  rests  with 
the  payor  instead  of  the  payee. 

MBTHQD  OP  ACCOUNTING  FOR  INTEREST  ON  BONDS- 
HOW    COUPONS    SHOULD    BE    TREATED    WHEN 
PAID;  HOW  FILED— METHOD  OF  ACCOUNT- 
ING FOR  INTEREST  ON  REGISTERED 
BONDS. 

The  method  of  accounting  for  interest  payment  on  regis- 
tered bonds  is  very  simple  compared  with  the  methods  devised 
for  recording  the  payment  of  interest  on  coupon  bonds. 

In  the  former  case  the  financial  officer  makes  a  certified 
statement  of  his  disbursements  for  this  purpose,  and  the  ac- 
counting officer,  after  satisfying  himself  as  to  the  authenticity 
of  the  same,  allows  the  necessary  credit.* 

While  there  are  numerous  methods  of  accounting  for  cou- 
pons redeemed,  the  following  may  safely  be  observed: 

When  a  coupon  is  paid,  the  officer  paying  it  should  cancel 
it  by  punching  it  at  least  twice;  this  will  prevent  the  possi- 
bility of  its  reappearance  upon  the  street. 

As  a  rule  coupons  reach  a  company  through  the  various 
local  banks  and  collecting  agencies.  All  the  coupons  pre- 
sented by  each  party  or  agent  should,  after  cancelation,  be 
enclosed  in  a  separate  envelope,  and  upon  the  face  of  this 
envclore  should  be  written  the  name  of  the  payee,  the  date  of 
payment,  the  names  of  the  mortgages  from  which  the  cou- 
pons have  been  detached,  the  number  of  coupons  presented 
for  each  mortgage,  the  gross  amount  of  such  coupons,  and, 
finally  the  total  amount  paid.  A  history  of  each  transaction 
will  thus  be  preserved  temporarily  in  its  entirety  for  refer- 
ence. This  information,  as  may  readily  be  supposed,  will  be 
invaluable  afterward  in  adjusting  accounts  verifying  pay- 
ments and  satisfying  inquiries. 

After  payment  is  made  all  the  envelopes  containing  cou- 
pons, together  with  a  detailed  statement  of  the  same,  should 
be  turned  over  to  the  accountlnar  officer  for  examination  and 
record.  Upon  their  receipt  the  latter  officer  should  proceed 
to  verify  the  contents  of  the  different  packages  and  satisfy 
himself  of  the  correctness  of  the  accompanying  statement  in 
which  the  aggregate  payment  is  given.  The  foregoing  facts 
being  determined,  he  should  file  away  the  various  coupons  re- 


*  In   many  cases  he  has  countersigned  the  checks  with   which  the 
Interest  was  paid. 
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ceived.  A  good  plan  for  this  is  as  follows:  a  record  book  is 
provided  for  the  coupons  of  each  class  of  bonds;  the  filing 
upon  the  back  of  the  book  specifies  the  name  of  the  mortgage; 
the  first  page  corresponds  to  bond  number  one,  and  so  on 
through  the  book.  The  amount  of  the  bond  is  specified  at  the 
head  of  the  page.  Each  page  is  divided  into  as  many  squares, 
or  blanks,  as  there  are  coupons  attached  to  the  bond;  the 
blanks  also  correspond  in  size  to  the  coupons.  Each  blank 
space  on  the  page  is  numbered,  and  if  the  bond  has  fifty  years 
to  run,  and  the  interest  upon  it  is  payable  semi-annually, 
there  are  one  hundred  blanks  provided — two  for  each  year. 
The  coupon  maturing  first  is  pasted  in  blank  number  one,  the 
second  in  blank  number  two  and  so  on.  The  blanks  in  the 
book  that  are  unoccupied  represent  at  a  glance  the  coupons 
that  are  outstanding.  The  aggregate  of  the  outstanding  cou- 
pons is  the  amount  of  the  company's  liability  for  unpaid  in- 
terest on  its  past  due  coupons.  It  is  thus  not  only  easy  to 
ascertain  precisely  the  aggregate  liability,  but  it  can  also  be 
determined  readily  for  the  different  classes  of  coupons. 

The  plan  is  simple,  economical  and  effective.  The  finan- 
cial officer. delivers  up  the  canceled  coupons  before  receiving 
credit  for  their  payment.  After  his  accounts  are  verified  the 
canceled  coupons  are  pasted  in  the  book  by  the  accounting 
officer,  in  the  manner  described,  and  in  such  form  and  with 
such  system  that  reference  can  be  made  in  an  instant  to  any 
particular  coupon  that  has  been  paid. 

Under  this  method  of  accounting  any  attempt  to  foist  a 
spurious  coupon  upon  a  company  could  not  possibly  remain 
undetected,  no  matter  how  perfect  the  counterfeit  might  be, 
for  the  reason  that  when  the  time  came  for  filing  it  away 
the  person  performing  this  duty  would  find  the  place  allotted 
to  that  particular  coupon  already  filled;  or,  if  the  spurious 
coupon  were  paid  before  the  genuine,  then  it  would  occupy 
the  place  of  the  latter  in  the  file.  In  either  case  the  counter- 
feit would  be  quickly  detected. 

The  foregoing  method  of  accounting  for  paid  coupons  af- 
fords, in  the  multitude  of  checks  it  enforces  and  suggests,  the 
maximum  amount  of  security  attainable  at  the  least  possible 
cost. 

There  should  be  no  connection  between  the  person  who 
pays  the  coupon  and  the  person  who  audits  the  account  of  the 
payor  and  pastes  the  coupon  in  the  record.  The  person  who 
draws  off  the  balance  sheet  of  outstanding  (overdue)  coupons 
and  balances  it  with  the  company's  books  so  incidentally  veri- 
fies the  accuracy  of  the  statement  that  every  coupon  claimed 
to  have  been  paid  has  actually  been  paid. 
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SINKING  FUNDS— ACCOUNTS  TO  BE  OPENED  ON    THBJ 
BOOKS  THEREFOR. 

In  the  first  place,  specific  accounts  should  be  opened  on 
the  general  books  of  a  company  with  each  particular  sinking 
fund,  and  to  such  accounts  should  be  charged  or  credited,  as 
circumstances  require,  each  particular  installment. 

In  order  that  the  exhibits  of  a  company  may  show  a  full 
and  clear  record  of  the  sinking  funds,  the  following  rules  are 
suggested: 

When  sinking  fund  installments  are  charged  against  rev- 
enue they  should  be  embraced  in  income  account  in  the  month 
in  which  they  accrue  without  reference  to  when  they  are  paid, 
and  such  amounts  should  be  carried  on  the  credit  side  of  tlie 
balance  sheet  under  the  head  of  "Accruing  sinking  fund  in- 
stallments." This  item  will  of  course  disappear  when  the  in- 
stallments are  paid. 

The  amounts  so  paid  should  be  shown  on  the  balance  sheet 
as  an  asset  under  the  head  of  "Amount  deposited  with  trustee 
of  sinking  fund";  and  on  the  opposite  side  of  the  balance  sheet 
an  account  should  be  opened  with  "Sinking  fund  installments 
paid";  the  former  account  representing  the  amount  of  cash 
or  bonds,  as  the  case  may  be,  in  the  hands  of  the  trustee, 
and  the  latter  the  amount  of  income  used  for  paying  such 
sinking  fund  installments. 

When  sinking  fund  installments  are  not  charged  against 
revenue,  the  aggregate  amount  of  the  sinking  fund  will  ap- 
pear on  the  credit  side  of  the  balance  sheet  under  the  head 
of  "Past  due  sinking  fund  installments";  on  the  opposite  side 
of  the  balance  sheet  an  account  should  be  opened  to  be  known 
as  "Unpaid  sinking  fund  installments."  Both  of  these  items 
will  disappear  with  the  payment  of  the  sinking  fund,  and  the 
amount  so  paid  will  appear  upon  the  debit  side  of  the  balance 
sheet  as  an  asset  under  the  head  of  "Amount  deposited  with 
trustee  of  sinking  fund." 

When  bonds  that  are  paid  into  a  sinking  fund,  or  bonds  of 
a  company  owning  the  sinking  fund  which  are  purchased 
with  cash  payments  to  said  fund,  remain  uncanceled,  such 
bonds  should  appear  upon  the  credit  side  of  the  books  and  in 
the  accounts  as  "Live  bonds  in  the  hands  of  trustee  of  sink- 
ing fund";  these  latter  should  of  course  be  withdrawn  on  the 
books  and  in  the  exhibits  from  bonds  outstanding. 

When  bonds  paid  into  the  sinking  fund,  or  bonds  of  a  com* 
pany  owning  the  sinking  fund  which  were  purchased  by  the 
trustee  with  cash  payments  to  such  fund,  are  canceled,  the 
outstanding  bonds  should  be  reduced  upon  the  books  and  in 
the  accounts  by  a  corresponding  amount,  and  no  canceled 
bond,  whether  in  the  sinking  fund  or  elsewhere,  should  be 
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embraced  as  an  asset  or  liability  upon  the  Dooks  or  in  the 
accounts. 

When  it  is  desired  to  re-capitalize  bonds  that  have  been 
purchased  for  the  sinking  fund  and  canceled,  the  process,  so 
far  as  the  accounts  are  concerned,  should^  be  the  same  as  when 
the  securities  were  first  issued,  viz.:  the  amount  of  the  bonds 
or  stocks  issued  should  be  credited  as  outstanding,  cash  being 
charged  with  the  proceeds  of  same. 

When  bonds  paid  to  satisfy  sinking  fund  requirements,  or 
bonds  purchased  with  cash  payments  to  said  sinking  fund, 
remain  uncanceled  and  continue  to  draw  interest,  the  trustee 
should  be  charged  with  all  such  interest  received  under  the 
head  of  '"Trustee  of  sinking  fund  account  accretions  from  in- 
vestment of  installments";  and  on  the  opposite  side  of  the 
balance  sheet  an  account  should  be  opened,  to  be  known  as 
"Accretions  from  investment  of  sinking  fund  installments." 

When  sinking  funds  are  paid  in  cash  or  uncanceled  bonds, 
the  amount  of  such  cash  or  bonds  appears,  as  described  above, 
as  a  debit  until  the  obligation  for  which  the  sinking  fund  is 
credited  is  finally  retired.  When  this  event  transpires,  the 
accounts  "Amount  deposited  with  trustee  of  sinking  fund*' 
and  "Trustee  of  sinking  fund  account  accretions  from  invest- 
ment of  installments"  should  be  credited;  and  "Live  bonds  in 
hands  of  trustee  of  sinking  fund"  charged  with  that  portion 
of  the  sinking  fund  represented  by  bonds  of  the  issue  for  the 
benefit  of  which  the  sinking  fund  was  created  which  the  trus- 
tee cancels  and  returns  the  company.  The  balance  of  the 
sinking  fund,  if  any,  represented  by  bonds  of  other  classes  or 
cash,  or  both,  as  the  case  may  be,  being  returned  to  the  com- 
pany by  the  trustee,  should  be  added  to  its  assets,  the  amount 
being  credited  in  the  same  manner  as  stated  above  for  can- 
celed bonds  returned  by  the  trustee,  i.  e.,  to  the  accounts, 
"Amount  deposited  with  trustee  of  sinking  fund"  and  "Trus- 
tee of  sinking  fund  account  accretions  from  investment  of 
installments." 

In  the  event  the  payments  made  to  the  sinking  fund  were 
charged  to  income,  the  amount  of  same,  together  with  all  ac- 
cretions from  their  investment,  should  be  transferred  back 
to  income  account  from  "Sinking  fund  installments  paid"  and 
"Accretions  from  investment  of  sinking  fund  installments," 
respectively.   These  entries  close  the  different  accounts. 

By  accounting  for  sinking  funds  as  described,  the  exhibits 
of  a  company  will  always  show  at  a  glance  the  amount  of  all 
funds  in  the  hands  of  the  trustee  belonging  to  the  sinking 
fund;  how  much  of  same  represents  respectively  payments 
made  to  the  fund  and  accretions  to  it  from  investment  of  such 
payments;  and  also  what  amount  of  payments,  if  any,  were 
charged  against  income. 


CHAPTER  XXVIIL 

GENERAL  REGULATIONS. 

Storekeepers  should,  at  all  times  and  in  all  places,  exercise 
a  watchful  and  intelligent  care  over  the  interests  of  the  com- 
pany employing  them.  Any  irregularities  of  an  improper 
character  which  they  may  discover,  and  which  they  cannot 
rectify,  they  should  forthwith  report  to  their  superior  officer.* 

In  accounting  for  items  of  expense  not  specifically  provided 
for,  the  practices  followed  in  analogous  cases  should  govern. 
In  the  event  of  doubt,  the  matter  should  be  referred  to  the 
proper  officer. 

In  writing  up  the  account  of  disbursements  a  company  is, 
in  the  main,  dependent  upon  the  information  which  it  gathers 
from  the  books  and  statements  received  from  those  who  write 
the  material  and  labor  accounts;  it  is,  therefore,  of  the  utmost 
importance  that  storekeepers  should  at  all  times  be  painstak- 
ing and  vigilant  in  the  discharge  of  their  duties. 

It  is  their  duty  to  keep  themselves  fully  advised,  by  careful 
observation  and  intelligent  inquiry,  in  reference  to  the  nature, 
character  and  scope  of  each  and  every  account  to  which  ma- 
terial and  labor  are  charged. 

Storekeepers  should  see  that  storerooms  are  kept  clean  and 
orderly,  that  the  supplies  under  their  charge  are  compactly 
and  systematically  arranged,  so  that  they  can  be  got  at  con- 
veniently and  the  amount  on  hand  easily  ascertained,  that  the 
cost  price  of  each  article  or  lot  of  material  is  properly  re- 
corded, and  that  the  material  in  the  yard  and  outhouses  is 
arranged  so  that  it  can  be  protected  and  watched  over  to  the 
best  advantage. 

All  returns,  statements  and  pay  rolls  required  of  stbre- 
keepers  by  the  officers  of  a  company  should  be  carefully  and 
promptly  made,  and  should  be  sent  forward  without  delay. 

The  names  of  officials  of  a  company  should  not  be  signed 
by  their  clerks  to  certifications,  receipts  or  oraers,  unless  duly 
authorized,  notice  of  which  should  be  filed  wherever  such  slg- 


*  In  order  that  responsibility  may  be  enforced,  and  that  there  may  be 
due  subordination  and  harmony  of  action,  it  Is  desirable  that  the  forces 
occupied  In  connection  with  the  material  and  labor  accounts  at  shops 
and  storehouses  and  depots  of  supply  should  be  Immediately  subordinate 
to  th.  storekeeper. 
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natures  are  to  be  accepted  as  authentic.  Tlie  name  of  the 
clerk  should  be  signed  in  full;  thus,  if  a  division  superin- 
tendent's clerk  signs  for  him,  the  signature  of  such  clerk 
should  be  given  in  full  underneath  the  name  of  the  superin- 
tendent. This  rule  applies  to  vouchers,  various  persons'  bills, 
pay  rolls,  time  tickets,  letters  of  advice,  requisitions,  invoices 
and  kindred  documents,  and  should  be  rigidly  observed  in 
order  to  avoid  delay  and  embarrassment. 

In  order  to  expedite  work,  books  should  be,  so  far  as  prac- 
ticable, opened  before  they  are  needed,  i.  e.,  before  the  ac- 
counts for  the  preceding  month  are  closed.  This  will  expedite 
the  work  and  lessen  the  labor  of  the  office  at  the  time  when 
It  is  particularly  pressing.  Thus,  the  bulk  of  the  headings 
likely  to  appear  in  the  distribution  books  for  labor  and  ma- 
terial may  be  inserted  in  advance. 

The  papers  and  records  of  a  company  should  be  kept  writ- 
ten up  and  carefully  filed  from  day  to  day.  so  that  in  the  event 
of  accident  or  sickness  to  employes,  the  work  can  be  clearly 
and  intelligently  taken  up  and  carried  forward  by  new  men. 

An  impression  should  in  each  and  every  case  be  taken  in 
the  copy  books  of  all  letters,  telegrams,  pay  rolls,  statements, 
distribution  books,  etc. 

When  a  stub  or  record  is  attached  to  any  document,  it 
should  be  written  up  at  the  time  in  every  instance,  as  con- 
templated, so  that  an  account  of  the  document  may  be  on  file 
in  the  office  where  it  is  issued,  for  use  or  reference  when  re- 
quired. 

No  bill  or  account  should  be  accepted  as  correct  until  it 
has  been  examined.  This  examination  should  be  particular, 
including  rates,  extensions  and  footings.  In  the  event  of 
error,  correction  should  be  made  and  the  maker  of  the  docu- 
ment notified. 

The  books,  papers  and  records  of  a  company  are  required 
to  be  kept  so  long  as  they  may  be  useful  or  are  needed  to 
protect  the  interests  of  a  company,  or  to  elucidate  the  afTairs 
of  those  who  manage  its  interests.  When  no  longer  needed 
they  should  be  forwarded  to  the  general  storehouse.  The  ma- 
terial thus  received  should  be  brought  upon  the  books  the 
same  as  other  old  material  at  its  value;  a  full  description  of 
the  same,  including  the  name  and  address  of  the  person  from 
whom  received,  should  be  given  In  every  case.  Its  value 
should  be  credited  to  the  account  originally  charged. 

Storekeepers  should  not  absent  themselves  from  their  busi- 
ness without  the  permission  of  their  superior  officer.  Their 
duties  require  their  presence  continually  at  their  storehouses, 
and  they  should  not  absent  themselves  therefrom  without 
provision  being  made  for  the  performance  of  their  duties. 

Any  request  from  public  authorities  or  otherwise,  for  in- 


322  SAFEGUARDING  EXPENDITURES, 

formation  in  regard  to  matters  connected  with  material,  labor 
or  other  affairs  of  a  company,  should  be  referred  to  the  liead 
of  the  department  in  interest  for  instructions. 

In  view  of  the  fact  that  it  is  impossible  to  wholly  separate 
expenditures  from  matters  of  a  general  nature,  storekeepers 
and  others  interested  will  find  it  necessary  to  study  the  rules 
and  regulations  governing  other  departments  of  the  service. 

In  reference  to  the  disbursements  and  expenses  of  a  com- 
pany  along  its  line  and  at  shops  and  storehouses,  the  traveling 
auditor  should  see  that  the  rules  of  a  company  governing:  tlie 
handling  of  material,  keeping  the  time  of  employes,  and  ac- 
counting for  disbursements  are  faithfully  and  fully  observed. 
To  enable  him  to  do  this  intelligently,  it  is  necessary  that  lie 
should  familiarize  himself  with  the  duties  of  storekeepers 
and  timekeepers. 

He  should  make  an  examination  of  the  affairs  at  each  shop 
or  storehouse  as  often  as  once  every  three  months,  and  report 
of  such  examination  should  be  forwarded  to  headquarters.* 

His  duties  may  be  generally  defined  as  follows: 

First. — EbLamining  into  the  methods  of  keeping  the  time 
of  employes  and  making  the  pay  rolls. 

Second. — Examining  into  the  methods  of  making  bills  and 
vouchers. 

Third.— Examining  into  the  methods  of  distributing  labor, 
material  and  miscellaneous  disbursements  to  the  proper  ac- 
counts. 

He  must  see  that  the  method  of  recording  the  time  of  em- 
ployes and  computing  wages  is  such  as  to  secure  accuracy. 

In  the  case  of  employes  at  shops,  he  must  see  that  they 
are  properly  checked  in  at  the  commencement  of  work,  morn- 
ing, afternoon  and  evening.  Also  see  that  the  checks  are  col- 
lected from  the  day  forces  during  the  last  two  hours  worked, 
morning  and  afternoon;  and  in  the  case  of  night  forces,  at 
the  time  the  employes  leave  work.  He  must  see  that  every 
employe  at  the  shops  makes  a  daily  distribution  slip  showing 
upon  what  he  worked  and  that  such  reports  are  certified  to  by 
the  foreman  immediately  in  charge.  These  reports  must  be 
made  at  the  close  of  each  day's  work  and  examined  by  the 
foreman  without  delay.  He  must  see  that  the  reports  of 
over-time  worked  by  employes  are  properly  made  and  in  every 
case  certified  to  by  the  foreman  immediately  in  charge  and 
are  approved  by  his  superior  officer  before  the  time  is  entered 
on  the  time  book. 

He  must  also  see  that  all  over-time  and  regular  time 
worked  by  employes  is  promptly  entered  in  the  time  book  and 
properly  distributed  to  the  accounts  for  which  the  work  was 


•  See  Form  84,  Appendix  D. 
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performed.  At  the  close  of  the  month  the  time  book  must  be 
footed  and  extended  (at  rates  authorized)  by  the  timekeeper 
before  writing  the  pay  roll,  and  the  footings  and  extensions 
of  the  time  book  must  in  every  instance  be  verified  by  a  per- 
son other  than  the  timekeeper. 

In  the  case  of  Track,  Bridge  and  Building,  Engineering, 
Station  forces,  etc.,  he  must  see  that  all  time  worked  by  em- 
ployes is  entered  daily  by  the  foreman  immediately  in  charge, 
in  the  time  books  provided  for  that  purpose.  He  must  see 
that  the  time  books  are  footed  and  the  wages  extended  (at 
rates  authorized)  and  that  the  book  is  certified  to  by  the  fore- 
man in  charge  before  it  is  transmitted  to  his  superior  officer. 
He  must  see  that  all  footings  and  extensions  in  the  time  books 
are  verified  in  the  office  where  the  pay  roll  is  made  before  the 
time  is  entered  on  the  pay  roll;  this  should  be  done  by  some 
person  other  than  the  one  footing  and  extending  the  time- 
book  in  the  first  place. 

He  must  see  that  no  time  is  allowed  trainmen  and  engine- 
men  except  upon  trip  reports  or  time  slips  properly  certified 
to  by  the  conductor  or  engineer;  also  that  the  trip  reports  are 
checked  back  by  the  timekeeper  with  the  train  dispatcher's 
report  of  train  movements  and  all  discrepancies  investigated 
and  errors  corrected,  before  the  time  is  entered  in  the  time 
book.  He  must  see  that  a  proper  notation  or  check  mark  is 
put  on  the  time  slips  and  train  dispatcher's  report  in  order 
to  indicate  that  same  have  been  compared  and  checked;  this 
will  automatically  prevent  the  passing  of  duplicate  claims.  He 
must  see  that  every  claim  for  delayed  time  and  over-time  is 
approved  by  the  division  superintendent  in  the  case  of  train- 
men's time,  and  by  the  superintendent  and  master  mechanic 
in  the  case  of  enginemen's  time,  before  it  is  allowed.  He  must 
see  that  the  time  slips  of  enginemen  in  yard  switching  service 
are  checked  with  the  report  of  time  worked  by  switch  yard 
crews,  rendered  by  the  yard  master,  before  the  time  is  al- 
lowed. At  the  close  of  the  month  the  time  books  should  be 
footed  and  extended  (at  rates  authorized)  by  the  timekeeper; 
but  before  writing  the  pay  roll,  the  footings  and  extensions  of 
the  time  book  must  in  every  instance  be  verified  by  some  per- 
son other  than  the  timekeeper. 

He  must  see  that  the  pay  roll  is  written  directly  from  the 
time  books  and  afterwards  checked  back  (with  the  time 
books)  by  some  person  other  than  the  one  writing  it  in  the 
first  instance;  the  pay  roll  should  be  carefully  footed  and  t.he 
footings  checked  twice  by  persons  other  than  the  one  footing 
it  at  first.  In  every  case  before  writing  the  pay  roll  the  rates 
of  compensation  allowed  employes  must  be  compared  with 
the  last  preceding  pay  roll  and  no  increases  made  without 
written  authority  from  the  proper  official.  He  must  also  see 
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that  the  rules  governing  the  certification  of  pay  rolls  are  fully 
complied  with  in  every  case.  He  must  also  see  that  the  rules 
of  the  company  regarding  the  bonding  of  clerks  who  are  re- 
sponsible for  the  making  of  pay  rolls,  time-tickets,  and  the 
delivery  of  pay-checks  to  employes,  are  fully  complied  with. 
He  should  submit  a  statement  to  the  accounting  officer  at  the 
time  of  each  investigation,  giving  the  names  of  all  employes 
at  the  point  specified  who  should  be  bonded. 

In  examining  into  practices  observed  in  making  bills 
and  vouchers,  he  must  see  that  the  charges  are  such  as 
may  be  prescribed  and,  generally,  as  much  as  those  made  by 
other  companies  in  similar  cases;  also  that  all  it«ms  ot  ex- 
pense are  included  in  making  bills.  He  must  see  that  charges 
made  by  other  companies  are  reasonable  and  not  more  than 
those  made  by  his  company  for  similar  items. 

The  practices  of  different  offices  should  be  compared  so 
that  uniform  methods  and  the  best  methods  may  prevail  so 
far  as  possible.  He  must  ascertain  if  bills  are  made  as  re- 
quired in  every  case  where  facilities  arc  being  used  by  otuer 
companies;  also  in  all  cases  where  bills  should  be  made,  so 
far  as  the  same  are  ascertainable. 

In  examining  into  the  methods  of  distributing  la- 
bor, material  and  miscellaneous  disbursements  to  the  proper 
accounts,  he  must  see  that  the  practices  are  In  accord  with  the 
rules  and  regulations  of  the  company;  that  the  labor  distribu- 
tion book  is  balanced  with  the  total  of  the  pay  roll,  or.  if 
there  is  a  difference,  that  the  postings  are  checked  back  and 
the  error  located  and  corrected.  He  must  see  that  the  price 
lists  are  kept  in  every  office  where  material  disbursements 
are  accounted  for  and  that  prices  are  corrected  promptly  upon 
receipt  of  invoices;  that  material  is  charged  to  the  proper 
accounts  in  the  month  in  which  it  is  used;  that  scrap  is 
credited  to  the  proper  accounts  in  the  month  in  which  it  is 
received;  that  no  usable  material  is  put  in  stock  without  cred- 
iting the  proper  account  with  the  value  thereof;  and  finally, 
he  must  see  that  all  the  rules  and  regulations  of  the  Account- 
ing Department  are  complied  with  in  spirit  and  letter. 

Such  are  the  specific  rules  and  regulations  governing  the 
Traveling  Auditor.  They  should  be  supplemented  by  him  by 
such  further  inspection  and  audit  of  pay  roll  and  material 
accounts  and  accessories  as  the  circumstances  of  the  case  and 
the  interests  of  the  company  require.  Moreover  they  will  be 
interpreted  in  their  general  sense  when  changes  or  different 
systems  are  not  in  conformity  therewith. 


CHAPTER  XXIX. 

RAILWAY  CONSTRUCTION  AND  CLASSIFICATION. 

Construction  properly  embraces  the  original  or  first  cost 
of  a  property;  all  disbursements,  expenses,  costs,  commis- 
sions, salaries  and  debts  incurred  in  connection  therewith  or 
Incident  thereto;  the  accruing  interest  on  the  amount  invested 
while  the  property  is  in  course  of  construction  and  before  it 
is  opened  for  business;  all  disbursements  and  losses  suffered 
in  the  sale  or  disposal  of  bonds,  shares,  securities,  or  assets, 
the  proceeds  of  which  are  used  in  its  purchase  or  develop- 
ment; all  expenditures  on  account  of  its  rights,  franchises 
and  appurtenances.  These  constitute  the  first  cost  of  a  prop- 
erty.* 

In  the  event  of  the  abandonment  of  any  portion  of  a  prop- 
erty, the  amount  derived  from  its  disposition  or  sale  is  a 
credit  to  construction. 

After  a  property  is  opened  for  business,  nothing  can  prop- 
erly be  charged  to  construction  except  additions  or  better- 
ments. No  structure,  work  or  addition  should  be  embraced 
under  the  head  of  construction,  except  to  the  extent  that  it 
adds  to  the  original,  the  said  structure  or  work  being  in  the 
nature  of  an  accession,  and  not  intended  to  replace  some- 
thing of  a  similar  nature,  worn  out  or  destroyed  at  the  same 
place  or  in  the  immediate  vicinity;  thus,  if  it  is  intended  to 
erect  a  building  where  no  building  before  existed,  all  labor, 
material  and  money  expended  thereon  is  properly  chargeable 
to  construction,  and  so  on  for  new  platforms,  stockyards, 
fences,  grounds  and  other  outlays.  Additions,  enlargements, 
Improvements  and  necessary  changes,  also  all  improvements, 
additions,  extensions  or  accretions  that  add  to  the  first  cost  of 
a  property  constitute  construction.    These  embrace  the  imple- 


*  There  can  be  no  difference  of  opinion  as  to  what  constitutes  rail- 
way construction ;  as  to  what  is  properly  chargeable  to  construction  and 
what  is  properly  chargeable  to  operating  expenses.  The  practices  of 
rallwajTs,  however,  differ  In  such  matters,  and  for  good  cause.  Items 
that  one  railway  will  charge  to  construction  and  capitalise,  another 
road  win  charge  to  operating  expenses  and  pay  for  out  of  income.  The 
reasons  for  these  practices  are  founded  upon  the  necessities  of  the  case 
and  good  business  Judgment.  The  rules  that  animate  railway  managers 
In  such  matters  are  too  complex  to  be  discussed  here;  I  have  referred 
to  them  at  considerable  length  in  the  volume  of  the  "Science  of  Rall- 
wajTs'*  series  on  financing,  constructing  and  maintaining. 
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ments  and  utensils  used  as  well  as  realty  and  other  property. 
If,  for  instance,  it  should  be  found  necessary  to  Increase  the 
capacity  of  a  coal  house  by  making  the  building  longer,  wider 
or  higher,  the  building  would  be  just  so  much  more  Yaluable, 
and  the  cost  of  enlarging  the  same  would  be  a  proper  charge 
against  construction.  The  same  principle  holds  good  in  ref- 
erence to  new  tools  and  machinery,  new  side  tracks  built,  ad- 
ditional yard  grounds  acquired,  new  buildings,  platforms  and 
fences  erected,  and  so  on. 

The  cost  of  remedying  any  defects  in  consequence  of  a 
property  not  having  been  constructed  in  a  first-class  manner 
in  the  first  place,  is  a  proper  charge  against  construction. 

In  charging  construction  with  the  cost  of  additions,  en- 
largements or  betterments,  it  should  be  kept  in  mind  that 
only  that  which  adds  something  to  what  before  existed  is 
thus  chargeable.  It  may  cost  more  to  repair  or  renew  a  struc- 
ture than  the  original  cost,  nevertheless,  the  whole  cost  there- 
of  should  be  charged  to  operating  expenses,  unless  the  struc- 
ture has  been  improved  or  enlarged  in  the  process.  If  in  re- 
newing a  pile  bridge  or  culvert,  the  structure  is  lengthened, 
the  added  length  is  a  legitimate  charge  to  construction,  al- 
though the  structure  may  not  be  of  a  more  permanent  char- 
acter than  the  one  originally  constructed.  But  in  determining 
what  amount  shall  be  charged  to  construction  in  such  a  case, 
the  cost  of  the  thing  replaced  should  be  first  deducted;  thus, 
if  the  added  length  of  a  bridge  is  charged  to  construction,  the 
cost  of  the  roadbed  it  replaces  should  be  deducted  from  the 
charge  to  construction. 

The  principle  which  should  be  observed  in  all  cases  is  not 
to  charge  to  construction  more  than  the  added  cost  that  may 
be  incurred  in  the  betterment  of  a  property,  or  the  adjustment 
of  the  same  to  the  varying  necessities  of  business,  or  the  cor- 
rection or  remedying  of  structural  changes  caused  by  the  vicis- 
situdes of  weather  or  climate. 

The  cost  of  removing  an  old  structure,  preparatory  to  the 
erection  of  a  new  one,  is  a  proper  charge  against  construction 
in  the  event  the  removal  is  precipitated  by  the  necessity  of 
enlarging  or  improving  the  structure.  If  the  removal  is  be- 
cause of  its  being  worn  out,  or  is  in  the  nature  of  necessary 
repairs  and  renewals,  the  expense  of  removal  should  be 
charged  to  operating  expenses,  even  though  an  enlarged  or 
improved  structure  is  erected  in  its  place. 

The  value  of  the  improvements  to  a  property,  if  in  the 
process  of  improving  no  additional  expense  is  incurred,  should 
generally  be  charged  to  operating  expenses.  Thus,  if  in  the 
manipulation  of  a  property  a  superior  article  of  metal  is  used 
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and  it  does  not  cost  more  than  that  which  it  replaces,  it  is  not 
customary  to  charge  anything  to  construction.* 

What  a  company  earns  while  its  property  is  in  course  of 
construction,  and  before  it  is  formally  opened  for  business, 
should  be  credited  to  construction,  if  the  cost  of  conducting 
the  traffic  has  been  charged  to  construction.  It  is  not  proper 
if  the  expense  has  not  thus  been  charged. 

After  a  property  has  been  opened  for  business,  the  cost 
of  working  the  same  and  the  wear  and  tear  attending  its  op- 
eration (including  all  repairs  and  renewals)  are  chargeable 
to  operating  expenses.  But  so  long  as  a  property  is  not  form- 
ally opened  for  business,  or  is  only  used  in  the  handling  of 
construction  material,  all  the  expenditures  attending  its  op- 
eration are  chargeable  as  a  part  of  the  cost. 

The  following  classification  of  construction  accounts  de- 
scribes the  various  sources  of  expenditure  that  enter  into  the 
construction  of  a  railway,  and  the  additions,  enlargements 
and  betterments  that  attend  its  operation  after  being  opened 
for  business.  It  is  the  classification  prescribed  by  the  Inter- 
state Commerce  Commission  of  the  United  States,  and  is 
therefore  official. 

Great  care  is  required  to  be  exercised  in  the  classification 
of  construction  accounts  to  see  that  charges  are  entered  un- 
der their  proper  headings.  The  classification  given  herein 
describes  the  general  accounts  into  which  the  items  that  make 
up  the  construction  account  are  merged.  For  the  uses  of  rail- 
roads, however,  it  is  required  that  an  account  should  be 
opened  with  each  second  track,  building,  platform,  bridge, 
fence,  siding,  or  other  piece  of  construction  work.  At  head- 
quarters, charges  to  these  sub-accounts  are  merged  into  the 
general  construction  accounts  in  which  they  belong.  The  lo- 
cation and  identity  of  work  should  be  accurately  described 
in  every  instance  by  the  local  accountant,  and  the  details  of 
each  charge  given  in  order  that  such  charges  may  be  properly 
distributed  to  the  general  construction  accounts. 

The  general  construction  accounts  of  railroads  are  as  fol- 
lows: 

CLASSIFICATION  OF  CONSTRUCTION  EXPENSES. 

1.  Engineering. — To  this  account,  should  be  charged  all 
salaries  and  expenses  of  engineers,  assistants,  and  axmen; 
teams  for  transportation  of  engineers  and  men  to  and  from 
work,  or  upon  trips  of  inspection  of  line  of  work,  or  incidental 


*  This  rule,  while  generally  observed,  will  be  understood  to  be  nom- 
inal only.  A  company  has  the  same  right  to  the  value  of  its  improve- 
ments, and  to  derive  advantage  therefrom  in  Increased  income,  that 
an  individual  has  whose  property  is  heightened  in  value  and  earning 
power  by  the  improvements  he  make. 
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thereto;  engineers'  Instruments,  rods,  chains,  axes,  hatchets, 
tape  lines,  keel  or  marking  chalk,  stakes,  profile  and  drawing 
paper,  tracing  linen  or  paper,  cross-section  paper,  transit  and 
level  books,  cross-section  or  topographical  books,  India  ink 
and  colors,  drawing  boards,  stools,  map  cases,  paper  racks, 
stationery  for  office  or  field,  fuel,  lights,  and  camp  equipage, 
and  other  analogous  items. 

Proportion  of  engineers'  expenses  when  engaged  on  special 
work  should  be  charged  to  same. 

2.  Right  of  Way  and  Station  Gbounds. — ^To  this  account 
should  be  charged  the  cost  of  land  acquired  for  roadbed  (of 
necessary  width  conformably  to  depth  and  slopes  of  excava- 
tions and  embankments),  station  and  terminal  grounds;  also 
the  cost --of  land  purchased  for  ingress  or  egress  to  or  from 
station  grounds;  salaries  and  expenses  of  counsel,  right-of- 
way  agent,  and  of  engineers  and  assistants  when  especially 
engaged  upon  such  matters;  stakes  used  to  denote  right-of 
way  limits;  expenses  of  appraisals,  or  of  Juries,  commissioners 
or  arbitrators  in  condemnation  cases;  cost  of  removal  of 
buildings  when  upon  right-of-way,  station  or  terminal  grounds, 
but  not  included  in  property  purchased;  stationery  supplied 
right-of-way  agent,  engineers,  and  assistants,  engineers'  in- 
struments, etc.,  when  used  for  such  purposes;  commissions 
paid  outside  parties  for  purchase  of  properties  for  these  pur- 
poses; cost  of  plats,  abstracts,  notarial  fees,  recording  deeds, 
etc. 

Note  particularly  account  No.  3,  "Real  Estate,"  as  regards 
the  cost  of  property  purchased  but  not  required  for  the  opera- 
tion of  the  road. 

3.  Real  Estate. — ^To  this  account  should  be  charged  the 
cost  of  all  land  purchased  by  the  railway  company  in  excess 
of  that  actually  required  for  roadbed,  station  or  terminal 
grounds,  or  other  specific  purpose,  including  all  expenses  in- 
curred in  connection  with  such  purpose  as  enumerated  in  ac- 
count No.  2,  "Right  of  Way  and  Station  Grounds."  A  portion 
of  the  cost  of  land  purchased  outside  right  of  way  for  borrow 
pits  or  waste  banks  should  be  charged  to  this  account. 

Note, — ^The  amount  to  be  charged  to  real  estate  should  be 
an  estimate  of  the  salable  value  of  said. borrow  pits  or  waste 
banks  after  completion  of  the  road. 

4.  Grading. — To  this  account  should  be  charged  the  cost 
of  grading  roadbed,  whether  excavations  or  embankments; 
clearing  and  grubbing;  dressing  slopes  of  cuts  and  fills;  re- 
constructing pikes  or  roads;  ditching  roadbed;  berm  ditches; 
cost  of  material  taken  from  borrow  pits.,  haul  if  allowed; 
amounts  paid  for  privilege  of  making  waste  banks  outside  of 
company's  right  of  way  or  station  grounds;  ditches  for  water 
ways  not  specially  required   by  right-of-way  agreement,  in 
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which  case  cost  would  be  properly  chargeable  to  account  No. 
2,  "Right  of  Way  and  Station  Grounds/'  This  account  includes 
retaining  walls  and  other  masonry  or  riprap  for  the  protection 
of  embankments,  cuts,  and  slopes;  cribbing  or  bulkheading 
built  to  protect  the  tracks  or  embankments  along  the  sea- 
shore or  banks  of  lakes  and  streams,  including  the  cost  of 
any  cribs,  bieakwaters,  wing  dams,  or  other  devices  con- 
structed to  change  the  direction  of  the  current  of  a  stream  to 
prevent  the  washing  of  the  bank;  also  freight  on  material, 
and  transportation  and  subsistence  of  grading  gangs. 

5.  Tunnels, — ^To  this  account  should  be  charged  the  cost 
of  tunneling,  including  such  timber  as  may  be  used  for  cen- 
tering, packing,  etc.,  cost  of  stone,  brick,  cement,  sand,  lime, 
salt,  piles,  timber,  spikes,  nails,  braces,  concrete,  etc.,  used  In 
the  construction  or  lining  of  the  same;  cost  of  labor  preparing 
or  securing  the  same,  transportation,  scaffolding,  cofferdams, 
and  pneumatic  caissons;  cost  of  soundings,  and  machinery, 
pumps,  engines,  etc.,  used  for  such  work.  This  account  does 
not  include  grading  or  surfacing  the  roadbed,  or  cost  of  the 
track  through  the  tunnel. 

6.  Bridges,  Trestles,  and  Culverts. — ^To  this  account 
should  be  charged  the  cost  of  all  bridges  and  trestles  erected 
to  carry  tracks  over  streams,  ravines,  streets,  or  other  railways, 
and  culverts,  both  substructure  and  superstructure,  including 
transportation.  This  account  should  include  abutments,  piers, 
supports,  draw  and  pier  protection;  machinery  to  operate 
drawbridges;  masonry  ends  and  wing  walls  for  culverts;  cost 
of  inspection  of  bridge  material  either  at  shop  or  site  of  struc- 
ture; cost  of  tests;  cost  of  wing  dams,  cribs,  or  ice-beakers 
for  the  purpose  of  regulating  the  current  of  a  stream  or  break- 
ing up  ice  Jams  before  reaching  a  bridge;  also  labor  and  ma- 
terial used  in  painting  structure. 

In  case  "false  work"  is  furnished  by  the  railway  company 
for  erection  of  bridge  superstructure,  the  cost  of  same  should 
be  charged  to  this  account,  and  when  removed,  the  value  of 
the  material  removed  should  be  credited  to  this  account  and  * 
charged  to  the  account  benefited. 

7.  Ties. — To  this  account  should  be  charged  the  cost  of  all 
cross,  switch,  bridge,  and  other  ties  laid  in  the  main  track 
or  tracks,  sidings,  spurs,  gravel,  and  repair  tracks;  in  tunnels, 
depots,  shop,  and  other  yards,  shops,  and  other  buildings,  etc.; 
on  turntables,  wharves,  piers,  track  scales,  inclines,  bridges, 
trestles,  and  culverts;  to  and  from  coal  chutes,  coal  pockets, 
fuel  and  water  stations,  etc.;  also  the  cost  of  transportation, 
inspection,  loading,  unloading,  and  any  process  of  preserva- 
tion. 

8.  Rails. — To  this  account  should  be  charged  the  cost  of 
rails  laid  in  the  main  track  or  tracks,  sidings,  spurs,  gravel. 
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and  repair  tracks;  in  tunnels,  depots,  shop,  and  otiier  yards, 
shops,  and  other  buildings,  etc.;  on  turntables,  wharves,  piers, 
track  scales,  inclines,  bridges,  trestles,  and  culverts;  to  and 
from  coal  chutes,  coal  pockets,  fuel  and  water  stations,  etc.; 
also  the  cost  of  transportation,  inspection,  loading,  and  un- 
loading.* 

9.  Track  Fastenings. — To  this  account  should  be  charged 
the  cost  of  spikes  used  for  laying  rails,  and  of  fish  and  tie 
plates,  splice  or  angle  bars,  chairs,  rail  braces,  bolts,  nuts,  nut 
locks  or  washers  used  in  connection  with  same;  also  the  cost 
of  transportation,  inspection,  loading,  and  unloading. 

10.  Frogs  and  Switches. — To  this  account  should  be 
charged  the  cost  of  all  frogs,  switches,  and  switch  material, 
including  switch  stands  (throw  or  lever),  frog  guard  rails, 
crossing  frogs,  and  timber,  bolts,  etc.,  used  in  foundations  or 
base  for  same,  and  cost  of  transportation. 

11.  Ballast. — To  this  account  should  be  charged  the  cost 
of  all  ballast,  whether  of  broken  stone,  slag,  gravel,  or  other 
material  especially  provided  for  this  purpose;  also  the  ex- 
pense of  loading,  hauling,  unloading  alongside  of  track,  and 
transportation. 

12.  Track  Latino  and  Surfacing. — To  this  account  should 
be  charged  the  cost  of  distributing,  laying,  spacing,  and  lin- 
ing ties;  cost  of  laying,  spiking,  and  Jointing  rails,  surfacing 
and  lining  track,  including  the  adjustment  of  rail  to  proper 
elevation,  and  labor  of  placing  frogs  and  switches;  cost  of 
track  tools,  including  shovels,  picks,  track  Jacks,  crowbars, 
levers,  spiking  mauls,  gauges,  and  wrenches;  cost  of  putting 
in  ballast;  service  of  engines,  cars,  and  crews  distributing 
track  material,  and  transportation. 

13.  Fencing  Right  of  Way. — To  this  account  should  be 
charged  the  cost  of  all  material  and  labor  used  in  construct- 
ing board,  wire,  rail,  hedge,  stone,  or  other  fences  along  the 
right  of  way  or  limits  of  roadbed,  and  transportation;  but  no 
charge  should  be  made  to  this  account  for  fences  constructed 
around  stockyards,  fuel  stations,  station  grounds,  shops,  and 
on  other  properties  outside  of  right  of  way,  which  should  be 
charged  to  their  appropriate  accounts.  The  cost  of  permanent 
or  portable  fences  for  protection  of  tracks  from  snow  should 
not  be  charged  to  this  account,  but  to  account  No.  28,  "Biia- 
cellaneous  Structures." 


*  This  account  also  represents  the  difference  In  cost  between  metals 
of  different  degrees  of  quality  or  weight,  according  to  the  general  rules 
governing  construction.  Thus,  if  a  heavier  quality  of  metal  is  inserted 
in  the  track  in  place  of  lighter  metal  at  an  added  cost,  or  if  metal  of 
a  higher  quality  is  Inserted  at  an  added  cost,  construction  may  properly 
be  chargeable  with  the  difference.  Reversely,  if  lighter  or  poorer  metal 
is  inserted  in  the  track,  construction  should  be  credited  with  the  differ- 
ence In  cost 
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14  Cbossinos,  Cattle  Ouabds,  and  Signs. — To  this  ac- 
count should  be  charged  the  cost  of  all  labor  and  material 
used  in  constructing  farm,  country-road,  or  street  crossings  at 
srade,  overhead  bridges,  cattle  guards,  and  wing  fences  to 
same,  and  all  track  signs,  crossing  gates,  and  watchhouses  at 
crossings,  and  transportation. 

15.  Interlocking  or  Skjnal  Apparatus. — To  this  account 
Bbould  be  charged  the  cost  of  interlocking  or  signal  apparatus 
complete,  when  built  by  contract.  If  built  by  the  railway 
company,  the  cost  of  labor  and  material,  including  all  levers, 
racks,  wires,  pulleys,  semaphores,  semaphore  signals,  ground 
signals,  posts,  materials  in  box  troughs,  and  other  fixtures, 
tower,  foundation  for  same,  and  all  other  work  necessary  to 
complete  it,  and  transportation. 

16.  Telegraph  Lines. — To  this  account  should  be  charged 
the  cost  of  newly  constructed  telegraph  and  telephone  lines, 
including  poles,  wires,  billets,  insulators,  instruments,  and  all 
other  materials  used,  also  labor  employed  in  the  construction 
work,  cost  of  all  tools  used,  and  transportation. 

17.  Station  Buildings  and  Fixtures. — To  this  account 
should  be  charged  the  cost  of  all  material  and  labor  expended 
on  all  station  buildings,  including  cost  of  transportation, 
platforms,  sidewalks,  excavation,  foundation,  drainage,  water, 
gas,  and  sewer  pipes  and  connections,  steam  heating  apparatus, 
stoves,  electric-light  and  power  fixtures,  including  wiring  for 
same,  grading  and  p  itting  ground  in  order  after  building  has 
been  finished;  electric  bells,  elevators,  and  all  other  material, 
furniture,  or  fixtures  used  to  complete  the  building;  wells  for 
water  supply  of  stations;  also  salaries  and  expenses  of  engi- 
neers and  architects. 

Note. — ^This  account  should  include  the  cost  of  similar 
buildings  on  docks,  wharves,  and  piers,  when  used  for  station 
purposes. 

18.  Shops,  Roundhouses,  and  Turntables. — To  this  ac- 
count should  be  ch.arged  the  cost  of  all  buildings  to  be  used  as 
shops  (including  transfer  tables),  or  roundhouses,  (inclining 
cinder  and  drop  pits),  and  turntables;  plants  for  heating  the 
buildings;  platforms,  sidewalks,  and  outhouses  in  connection 
therewith;  oil  houses,  sand  houses,  storehouses  for  company's 
material,  scrap  bins,  etc.  This  account  chould  include  amounts 
paid  when  erected  by  contract;  labor  and  material  when  built 
by  company,  preparing  grounds  before  and  clearing  up  same 
after  construction,  foundations,  painting,  excavation  for  and 
lining  of  turntable  pit,  and  of  cinder  or  drop  pits  inside  or 
outside  of  roundhouses;  foundation  for  turntable,  loading,  un- 
loading, and  placing  turntable  in  position,  levers  and  stops 
for  handling  turntable;  sewerage  system,  connection  with 
water  supply  system,  shop  wells;  architects'  fees  for  drawing 
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plans,  supervision  of  construction  by  engineering  department 
or  otliers;  transportation  and  all  incidental  expenses.  TMs 
account  does  not  include  the  cost  of  tracks  laid  in  connection 
with  these  buildings. 

19.  Shop  Machineby  awd  Tools. — ^To  this  account  should 
be  charged  the  cost  of  all  new  machinery  and  additional  tools 
placed  in  any  of  the  shops  or  roundhouses,  including  founda- 
tion for  same;  transportation,  loading,  unloading,  and  plac- 
ing machinery  in  position.  It  must  not  include  any  machinery 
or  tools  purchased  to  take  the  place  of  those  that  have  been 
worn  out  or  destroyed. 

20.  Water  Stations. — ^To  this  account  should  be  charged 
the  cost  of  material  and  labor  expended  in  the  construction 
of  water  stations  for  the  purpose  of  supplying  locomotives 
with  water,  including  cost  of  windmills,  pumps,  boilers, 
pumphouses,  tanks,  tubs,  tank  foundations,  track  tanks,  or 
troughs,  engines  and  all  fixtures  and  pipes,  standpipes  or  pen- 
stocks and  connections;  wells,  dams,  and  reservoirs  or  cis- 
terns; transportation;  also  engineering  expenses,  and  tools 
used  in  the  work.  This  account  must  not  include  waterworks* 
wells,  etc.,  exclusively  for  supply  of  stations,  hotels,  tene- 
ments, or  section  houses,  which  should  be  charged  to  the  ap- 
propriate accounts. 

21.  Fuel  Stations. — To  this  account  should  be  charged 
amounts  paid  under  contract  for,  or  the  cost  of  all  labor  and 
material  expended  in,  the  construction  of  coal  platforms,  coal 
sheds,  coal  pocket  chutes,  woodsheds,  and  racks,  and  all  ma- 
chinery or  appliances  necessary  to  equip  them  for  service. 
This  account  includes  inclines  at  fuel  stations  (except  the 
cost  of  track  laid  thereon),  tipple  cars,  buckets,  cranes  for  ban- 
dling  same,  elevating  machinery,  gasoline  or  other  engines 
for  operating  same,  dumping  machinery,  all  appliances  for 
weighing  coal  in  pockets  and  opening  coal  pockets,  transpor- 
tation, architects'  fees,  engineering,  etc. 

22.  Grain  Elevators. — ^To  this  account  should  be  charged 
the  cost  of  ground  on  which  elevator  is  located,  cost  of  foun- 
dations, elevator  building,  conveyors,  fixtures,  and  machinery 
complete;  and  all  material,  labor,  transportation,  and  other 
charges  incidental  to  construction.  This  account  does  not  in- 
clude the  cost  of  small  storage  elevators  at  way  stations,  which 
are  considered  to  be  station  buildings. 

23.  Storage  Warehouses. — To  this  account  should  be 
charged  the  cost  of  ground  on  which  storage  warehouses  are 
located,  and  cost  of  buildings,  machinery,  etc.,  complete,  when 
built  by  contract;  if  built  by  the  railway  company,  the  cost 
of  ground,  material,  machinery,  fixtures,  and  labor,  transpor- 
tation, and  all  other  expenditures  incident  to  construction. 

The   buildings   herein   referred   to   are   not   the   ordinary 
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freight  warehouses  or  stations  where  freight  is  received  for 
Bhipment,  etc.,  but  warehouses  in  which  merchandise  is 
Btored,  and  which  the  railway  company  or  others  operate  as 
-warehouses. 

24.  Docks  and  Wharves. — To  this  account  should  be 
charged  the  entire  cost  of  docks,  wharves,  ferry  or  other  land- 
ings, and  inclines  to  transfer  steamers,  including  grounds  and 
riparian  rights,  dredging  of  slips,  piling,  filling  cribs,  pile  pro- 
tection, building  cofferdams,  pumping  or  bailing  water,  ma- 
sonry walls  or  filling,  etc.,  transportation,  and  all  expenses 
incurred  in  the  construction  of  these  structures,  except  tho 
cost  of  tracks  and  buildings  thereon. 

25.  Electric-Light  Plants. — To  this  account  should  be 
charged  the  cost  of  all  labor  and  materials,  including  cost  of 
transportation,  used  to  put  in  operation  either  arc  or  incan- 
descent light  plants,  such  as  dynamos,  engines  for  running 
dynamos,  wire  constituting  lines,  glass  globes,  carbon  or  arc 
lights,  carbonized  filament  for  incandescent  lights,  poles, 
hangers  for  lights,  insulators,  and  every  expense  incidental  to 
the  erection  of  the  plant.  When  it  is  necessary  to  erect  a 
building  for  an  electric-light  plant,  the  entire  cost  of  the  same, 
including  ground,  should  be  charged  to  this  account. 

26.  Blectric-Motive-Power  Plants. — To  this  account 
should  be  charged  the  cost  of  ground  on  which  electric-power 
stations  are  located,  and  the  cost  of  erection  of  power  houses 
and  car  sheds,  including  all  expenditures  for  labor  and  mate- 
rial, stationary  engines,  boilers,  and  machinery,  pumps,  con- 
densers, foundations,  and  settings  for  steam  plants;  genera- 
tors, foundations,  and  settings,  switchboard,  and  lighting  ap- 
paratus for  electric  plants;  current  conductors.  Including 
poles,  wires,  and  labor  for  overhead  work,  third  rails,  fasten- 
ings for  same  and  labor  laying  same,  with  cost  of  inspecting, 
loading,  and  unloading;  feed  wires,  track-bonding,  and  grade- 
crossing  cutouts;  and  all  other  expenditures  connected  with 
the  installation  of  plants  intended  to  generate  and  distribute 
electricity  for  motive  power,  including  transportation. 

27.  Gas-Makino  Plants. — To  this  account  should  be 
charged  the  cost  of  all  labor  and  material,  including  cost  of 
transportation,  used  to  put  into  operation  a  gas-making  plant 
complete.  The  cost  of  ground  on  which  the  plant  is  located 
should  also  be  charged  to  this  account. 

28.  Miscellaneous  Structures. — To  this  account  should 
be  charged  the  cost  of  structures  of  every  character,  including 
cost  of  material,  labor,  transportation,  and  all  incidental  ex- 
penses connected  therewith,  which  are  permanent  or  a  better- 
ment to  the  property  and  enter  into  the  cost  of  road,  and 
which  are  not  otherwise  herein  particularly  referred  to,  and 
for  which  no  account  has  been  provided;   the  object  bein;^ 
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to  designate  one  general  classification,  to  which  may  be 
charged  the  cost  of  all  minor  superstructures,  and  in  this  vay 
avoid  increasing  the  number  of  general  accounts. 

29.  Legal  Expenses. — To  this  account  should  be  charged 
the  amount  of  all  attorneys'  salaries,  fees,  and  expenses,  and 
all  other  incidental  legal  expenses  incurred  during  the  process 
of  construction  of  a  road,  except  when  the  expense  can  be 
charged  directly  to  the  account  for  which  it  is  incurred. 

30.  Interest  and  Discount. — ^To  this  account  should  be 
charged  discount  on  securities  sold;  interest  on  loans  effected, 
and  on  notes  issued  for  construction  purposes  or  overdue  pay- 
ments to  contractors  or  other  creditors,  and  discount,  interest, 
and  exchange  on  other  commercial  paper  issued  for  a  similar 
purpose.  Premium  realized  from  sale  of  bonds,  stock,  or  other 
securities  should  be  credited  to  this  account  Discount  or  pre- 
mium realized  from  sale  of  bonds,  stock,  or  other  securities 
for  a  specific  work  should  be  applied  to  such  work. 

31.  General  Expenses. — To  this  account  should  be 
charged  organization  expenses,  and  expenses  incurred  in  the 
disposal  of  securities;  salaries  and  expenses  of  general  officers 
of  a  road  under  construction,  clerks  in  general  offices  engaged 
on  construction  accounts  or  work,  stationery,  and  office  ex- 
penses; also  all  items  of  a  special  and  incidental  nature  which 
cannot  be  properly  located  under  any  other  account 

CLASSIFICATION  DP  EQUIPMENT  .EXPENDITURES. 

1.  Locomotives. — To  this  account  should  be  charged  the 
cost  of  locomotives  and  tenders,  including  all  appurtenances, 
furniture  and  fixtures  necessary  to  equip  them  for  service, 
purchased  or  built  at  the  company's  shops,  including  cost  of 
transportation. 

It  does  not  include  any  locomotives  purchased  or  built  to 
take  the  place  of  those  that  have  been  worn  out  or  destroyed. 

2  Passenger  Cars. — ^To  this  account  should  be  charged 
the  cost  of  coaches,  chair  cars  and  smoking  cars,  officers'  and 
business  cars,  including  all  appurtenances,  furniture  and  fix- 
tures necessary  to  equip  them  for  service,  purchased  or  built 
at  the  company's  shops,  including  cost  of  transportation. 

It  does  not  include  any  cars  purchased  or  built  to  take  the 
place  of  those  that  have  been  worn  out  or  destroyed. 

3.  Sleeping.  Parlor  and  Dining  Cars. — ^To  this  account 
should  be  charged  the  cost  of  buffet,  sleeping,  parlor,  obser- 
vation, cafe  and  dining  cars,  including  all  appurtenances,  fur- 
niture and  fixtures  necessary  to  equip  them  for  service,  pur- 
chased or  built  at  the  company's  shops,  Including  cost  of 
transportation. 
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It  does  not  include  any  cars  purchased  or  built  to  take 
the  place  of  those  that  have  been  worn  out  or  destroyed. 

4.  Baggage,  Express  and  Postal  Cars. — ^To  this  account 
should  be  charged  the  cost  of  baggage,  milk,  express,  postal, 
and  combination  baggage  and  express,  baggage  and  postal,  or 
express  and  postal  cars,  including  all  appurtenances,  furni- 
ture and  fixtures  necessary  to  equip  them  for  service,  pur- 
chased or  built  at  the  company's  shops,  including  cost  of 
transportation. 

It  does  -not  include  any  cars  purchased  or  built  to  take  the 
place  of  those  that  have  been  worn  out  or  destroyed. 

5.  .CJoMBiNATioN  CARS. — To  this  accouut  should  be  charged 
the  cost  of  combination  passenger  and  baggage,  passenger 
and  express,  or  passenger  and  postal  cars,  including  all  appur- 
tenances, furniture  and  fixtures  necessary  to  equip  them  for 
service,  purchased  or  built  at  the  company's  shops,  including 
cost  of  transportation. 

It  does  not  include  any  cars  purchased  or  built  to  take  the 
place  of  those  that  have  been  worn  out  or  destroyed. 

6.  Freight  Cabs. — ^To  this  account  should  be  charged  the 
cost  of  freight  cars  of  all  classes,  including  all  appurtenances, 
furniture  and  fixtures  necessary  to  equip  them  for  service, 
purchased  or  built  at  the  company's  shops,  including  cost  of 
transportation. 

Freight  cars  may  be  classified  as  follows: 
Box,                                    Furniture,  Tank, 

Coal,  Oil,  Other  cars  In 

Caboose,  Ore,  freight  senrice. 

Flat.  Refrigerator, 

Fruit,  Stock, 

This  account  does  not  include  any  cars  purchased  or  built 
to  take  the  place  of  those  that  have  been  worn  out  or  de- 
stroyed. 

7.  Other  Cars  of  all  Classes. — To  this  account  should  be 
charged  the  cost  of  all  classes  of  cars  not  properly  chargeable 
to  any  of  the  preceding  accounts,  including  all  appurtenances, 
furniture  and  fixtures  necessary  to  equip  them  for  service, 
purchased  or  built  at  the  company's  shops,  including  cost  of 
transportation. 

The  following  is  a  list  of  the  more  important  classes  of 
cars  coming  under  this  heading,  viz.: 

Ballast  plows  or  unload-  Iron  shovels.  Rail  saw, 

era.     Including    cables  Locomotive    tanks,     re-  Rock  crushers, 
used  therewith^  tired      from      service.  Snow    plows  (when  not 

Boarding,  used     permanently    as    attachable  to    locomo- 

Brldge.  

Derrick, 

Ditching, 

Dynamometer, 

Gravel, 


water  oars. 

tives). 

Outfit, 

Steam  shovels. 

Painters', 

Tool. 

Pile  driver. 

Water, 

Plow  and  scraper. 

Wrecking,  etc. 
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This  account  does  not  Include  any  cars  purchased  or  built 
to  take  the  place  of  those  that  have  been  worn  out  or  de- 
stroyed. 

8.  Floating  Equipment. — To  this  account  should  be 
charged  the  cost  of  marine  or  floating  equipment  of  all  kinds, 
such  as  steamships,  steamboats,  ferryboats,  transfer  boats, 
vessels,  launches,  tugs,  barges,  canal  boats,  car  and  other 
floats,  dredges,  lighters,  scows,  etc.,  including  all  appar- 
tenances,  furniture  and  flxtures  necessary  to  equip  them  for 
service,  purchased  or  built  at  the  company's  shops  or  yards, 
including  cost  of  transportation. 

It  does  not  include  any  equipment  purchased  or  built  to 
take  the  place  of  that  which  has  been  worn  out  or  destroyed. 

9.  Discount  and  Commission. — To  this  account  should  be 
charged  discount  on  securities  sold,  commission  on  loans 
effected  and  on  notes  issued  for  equipment  purposes;  and  dis- 
count and  exchange  on  other  commercial  paper  issued  for  a 
similar  purpose.  Premiums  realized  from  sales  of  bonds, 
stock  or  other  securities  sold  for  equipment  should  be  credited 
to  this  account.  (Interest  on  equipment  bonds,  car  trust  notes 
or  other  equipment  obligations  should  not  be  charged  to  this 
account.) 


DETAILS  OF  ACCOUNTING  IN  CONNECTION  WITH  CON- 
STRUCTION WORK. 

When  a  new  line  or  extension  is  completed,  the  construc- 
tion material  that  remains  unused  along  such  line  or  apper- 
taining to  it,  with  the  transportation  charges  tjiat  have 
accrued  thereon,  should  be  carefully  inventoried  by  the  stoi*e- 
keeper  in  charge,  after  which  he  should  invoice  the  same  in 
detail  to  the  local  storekeeper  assigned  to  take  charge  of  it. 
The  amount  thus  turned  over  should  be  credited  to  the  ac- 
count originally  charged. 

Construction  accounts  should  be  designated  on  distribution 
books  and  vouchers  in  the  manner  best  likely  to  indicate  their 
character  and  location,  as  say:  "Construction  of  Blank  depot. 
Blank  division,"  or  "Enlarging  Blank  coalhouse.  Blank  divi- 
sion," or  "Extending  platform.  Blank  station.  Blank  division." 
or  "Improving  depot  grounds.  Blank  station.  Blank  division." 
In  every  case  the  designation  should  be  so  full  and  clear  that 
the  character  of  the  charge  may  be  accurately  understood  at 
headquarters,  including  location  and  other  details,  without 
further  research  or  inquiry. 

A  separate  account  should  be  opened  with  each  sidetrack 
constructed. 

When  sidings  are  constructed  In  common  with  the  main 


CONSTRUCTION  AND  CLASSIFICATION.  887 

line,  and  the  cost  of  eax^h  cannot  be  separately  determined,  it 
will  be  understood  to  be  tlie  average  of  the  whole,  after  tak- 
ing into  consideration  any  special  charges  that  may  charac- 
terize the  cost  of  either. 

Upon  old  lines  it  would  be  well  to  keep  a  record  of  the 
actual  number  of  lineal  feet  of  new  sidings  laid  and  taken  up 
each  month,  so  that,  at  the  end  of  the  fiscal  year,  or  whenever 
desired,  an  accurate  report  may  be  rendered  by  the  person  hav- 
ing charge  of  such  accounts,  of  the  total  number  of  lineal  feet 
laid  in  excess  of  the  number  of  feet  taken  up,  or  vice  versa. 

An  account  should  be  opened  with  each  locomotive  or  car 
constructed  at  a  company's  shops,  as  say,  "New  locomotive. 
No.  510,  in  course  of  construction."* 

When  a  lot  of  locomotives  or  cars  is  in  course  of  construc- 
tion at  the  same  time,  and  material  and  labor  are  being  ex- 
pended in  common  upon  them,  an  account  should  be  opened 
with  the  lot,  as  say,  "New  box  cars,  Nos.  982,  984,  986,  in 
course  of  construction." 

When  a  locomotive  or  car  is  completed,  written  notice  of 
the  fact  should  forthwith  be  sent  to  the  accounting  officer, 
giving  the  particulars  and  cost  corresponding  with  the  amount 
charged  on  the  distribution  books. 

Eiach  construction  account  that  it  may  be  necessary  to  open 
should  not  only  be  charged  with  the  material,  labor  and  other 
expense  directly  expended  upon  it,  but  it  should  also  be 
charged  with  all  expenditures  incident  to  it,  not  otherwise 
provided  for. 

A  separate  account  should  be  opened  with  each  structure 
in  the  following  cases,  viz.:  For  each  building,  bridge,  culvert, 
viaduct,  dock,  wharf,  fence,  group  of  interlocking  switches, 
piece  of  real  estate  or  right  of  way;  for  each  locomotive,  car, 
siding,  telegraph  line  and  tunnel. 

In  order  to  enable  the  accounting  officer  to  keep  himself 
advised  of  construction  work  in  progress,  and  to  distlngilish 
between  expenditures  that  should  be  charged  to  operating  and 
those  that  should  be  charged  to  construction,  a  monthly  re- 
turn of  all  new  work  should  be  made  to  him;t  if  a  new  build- 
ing is  in  course  of  construction,  the  fact  should  be  stated;  If 
it  is  being  added  to,  improved,  enlarged  or  rebuilt,  the  facts 
should  be  precisely  given.  The  report  should  give  the  esti- 
mated cost  of  the  proposed  work;  if  it  is  to  replace  another 


*  Inasmuch  as  rolling  stock  is  seldom  completed  In  the  month  In 
which  the  construction  work  Is  begun,  the  accounting  officer  should 
charge  the  expenditures  monthly  to  a  suspense  account  named  "Rolling 
stock  in  course  of  construction."  giving  in  detail  the  charges  on  each 
lot.  Upon  the  completion  of  each  lot  he  should  transfer  the  total  er-* 
pendltures  on  the  same  from  "Rolling  stock  in  course  of  construction" 
to  "Rolling  stock." 

t  See  Form  82,  Appendix  D. 


838  SAFEGUARDING  EXPENDITURES. 

structure,  the  original  cost  of  such  structure  should  be  given, 
or  if  not  known,  the  estimated  cost  thereof,  with  the  name  of 
the  person  making  the  estimate.  If  the  work  is  an  enlarse- 
ment,  improvement  or  addition,  the  nature  of  the  betterment 
should  be  stated  and  what  proportion  of  the  same  (if  any) 
should  be  charged  to  operating  expenses. 

The  greatest  care  is  required  to  be  exercised  at  all  timea  to 
prevent  charges  being  made  to  construction  that  belong  in 
operating  expenses,  or  vice  versa.^ 

*  In  order  to  avoid  the  confusion  and  labor  that  attend  the  opening 
of  a  construction  account  for  petty  additions,  enlargements  or  ImproTe- 
menta,  and  for  other  reasons,  no  charge  Is  made  to  construction  upon 
many  lines  for  expenditures  for  merely  nominal  sums,  all  such  improve- 
ments, additions,  extensions  and  enlargements  being  charged  as  an 
operating  account.  The  petty  construction  items  that  are  treated  In 
this  way  are  those  that  are  Incurred  subsequent  to  the  original  outlay, 
upon  an  old  or  completed  line ;  thus,  if  after  the  lapse  of  a  considerable 
period  some  slight  addition,  improvement,  extension  or  enlargement  Is 
made  to  a  building  or  other  belonging  of  a  company,  it  Is  charged  as 
an  operating  expense.  In  the  construction  of  new  lines  and  exten- 
sions, hbwever,  charges  are  made  to  constructjlon  without  reference  to 
the  amount. 


CHAPTER  XXX. 

CLASSIFICATION    OP   OPERATING    EXPEN&BS. 

The  operating  expenses  of  a  road  include  the  cost  of  work- 
ing a  property  and  maintaining  the  same;  they  embrace  the 
wages  of  men  engaged  in  conducting  the  business,  including 
cost  of  repairs  and  renewals  and  all  expenses  incident  to  the 
operation  and  maintenance  of  a  property. 

Charges  should  be  entered  in  the  month  in  which  they 
occur.  When  this  is  impossible,  then  as  soon  afterward  as  the 
amount  can  be  ascertained.  They  should  be  divided  under  the 
headings  provided  and  in  the  order  given  in  the  classification 
of  operating  expenses. 

In  the  event  the  classification  of  an  expenditure  is  not 
known,  it  should  be  charged  under  an  analogous  head. 

The  utmost  care  should  be  exercised  in  classifying  and 
apportioning  expenses.  If  improperly  done,  the  management 
is  misled  and  the  property  suffers;  if,  on  the  other  hand,  it  is 
accurately  performed,  it  afPords  a  reliable  basis  for  intelligent 
investigation  and  comparison,  and  the  correction  of  irregu- 
larities and  extravagances. 

The  accompanying  classification  is  the  work  of  railway 
officers  and  the  various  railroad  commissions  of  the  United 
States.  It  is  official.  It  took  effect  July  1st,  1894.  It  is  the 
outgrowth  of  twenty  years'  agitation.^ 

The  classification  of  expenses  is  as  follows: 

MAINTENANCE  OF  WAY  AND  STRUCTURES. 

1.  REPAIB8  OF  Roadway. — This  account  includes  all  expen- 
ditures for  account  of  the  roadbed  and  track  (except  cost  of 
rails  and  ties),  cost  of  loading  and  distributing  rails  and  ties 


*  The  particularity  that  is  observed  in  specifying  exactly  what  be- 
longs under  the  various  accounts  or  headings  that  follow  is  due  largely 
to  the  railway  commissioner  from  Michigan ;  the  author  of  this  book  pre- 
pared for  him  the  classification,  substantially,  as  embodied  herein.  Its 
official  adoption  and  recognition  by  him  made  its  adoption  general.  The 
great  amount  of  research  and  labor  that  attended  this  exposition  is 
amply  repaid  by  the  uniformity  of  accounts  that  it  insures,  as  every 
storekeeper,  timekeeper  and  official  connected  with  the  expenditures  of 
railroads  knows,  by  reference  to  It,  exactly  where  every  item  of  expense 
should  go  in  the  accounts. 
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along  the  track,  labor  expended  In  cutting,  slotting,  and  drill- 
ing (when  done  by  trackmen),  laying  rails,  ties,  and  other 
track  material;  sloping  cuts,  blasting  rocks,  and  wideain^r 
embankments;  gathering  old  rails  and  scrap  material,  repair- 
ing and  keeping  tunnels  in  order,  clearing  track  of  snow  and 
ice,  cutting  and  removing  weeds,  brush,  and  grass  from  the 
company's  right  of  way,  plowing  fire  guards  along  track;  pro- 
portion of  salaries,  traveling  and  office  expenses  of  civil  engi- 
neers, superintendents  of  tracks,  resident  or  division  engi- 
neers, their  clerks,  draftsmen,  and  other  attendants;  use  and 
repairs  of  instruments  (when  not  chargeable  to  Construction), 
and  wages  of  roadmasters,  their  clerks,  section  foremen,  track 
laborers,  track  watchmen,  gravel-pit  men,  work-train  engine 
and  trainmen,  and  men  employed  in  operating  steam  shovels, 
scrapers,  pile  drivers,  and  ditchers  while  engaged  in  track 
renewals  and  repairs;  also  cost  of  fuel,  water,  and  other  sup- 
plies used  on  work-train  engines  and  cars,  and  cost  of  oil,  tal- 
low, and  waste  used  on  track  (except  oil  used  in  switch  lamps, 
which  should  be  charged  to  Account  No.  31,  "Station  Sup- 
plies"). 

It  inc  udes  cost  of  ballast  of  all  kinds;  preparing,  deliver- 
ing, and  putting  same  into  track;  also  quarry,  gravel,  and  sand 
pit  rights  and  privileges  (except  cost  of  land),  fixtures,  tooU, 
and  other  articles  used  in  connection  with  the  track,  rail 
fastenings,  semaphores,  switcn  stands  and  fixtures,  "block" 
and  other  systems  of  road  or  track  signals,  interlocking  appa- 
ratus, signals  and  other  appliances  pertaining  thereto,  includ- 
ing those  not  owned,  but  maintained  jointly  with  other  rail- 
roads; tools  and  Implements  of  trackmen  and  gravel -pit  men; 
fuel  and  light,  water,  ice,  and  other  supplies  used  in  connec- 
tion with  the  track,  or  in  section  houses,  tool  houses,  watch 
houses,  work  trains  while  engaged  in  maintenance  of  road- 
way, etc.,  not  otherwise  provided  tor;  riprapping,  piling  and 
piers  (except  around  bridges  and  buildings),  retaining  walls, 
dikes,  and  breakwaters  made  to  protect  track,  and  labor  and 
material  used  in  protecting  river  banks  and  keeping  track 
clear  in  cases  of  freshets  and  washouts;  cost  of  boarding  men 
at  washouts;  snow  sheds  and  snow  fences,  and  also  the  cost 
of  filling  trestles  with  earthwork  (except  when  properly 
chargeable  to  Construction);  and  expenses  for  maintaining 
grade  crossings  of  electric  and  steam  railways  (provided  they 
are  not  street-railways). 

When  a  track  is  taken  up,  the  labor  expended  therefor 
should  be  charged  to  this  account,  whether  another  track  is 
laid  to  replace  it  or  not. 

The  following  is  a  list  of  the  more  important  articles  used 
in  connection  with  repairs  of  roadway,  viz.: 
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Adz  handles. 

Augers, 

Ajce» 

Ax  handles. 

Ballast, 

Bolts, 

Braces  and  bits. 

Brooms, 

Brush  hooks. 

Bumper  posts. 

Cable  wire. 

Cant  hooks. 

Chains, 

Chain, 

Chisels, 

Claw  bars. 

Crow  bars. 

Curbing   hooks. 

Dippers, 

Drawing  kniyes. 

Drills, 

Fish  or  angle  plates. 

Fish  or  angle  plate 

bolts. 
Flags, 
Frogs, 
Gravel, 
Grindstones, 
Hammers, 
Hand  trucks. 
Hatchets, 
Hoes, 
Jack  levers. 


Lanterns  and   fixtures. 

Levels, 

Lining  bars, 

Lumber, 

Nails, 

Nippers, 

Nuts, 

Nut   locks. 

Oil 

Oil  cans. 

Padlocks, 

Picks, 

Pike  poles. 

Pinch  bars. 

Plows, 

Punches, 

Rail  braces. 

Raising  bars. 

Ratchet  drUIs, 

Riprap, 

Rope, 

Saws, 

Scrap  boxes. 

Scythes, 

Semsphores, 

Semaphore  lamps. 

Shovels, 

Sledges, 

Spades, 

Spikes, 

Spike  mauls. 

Spot  boards. 

Splices, 

Squares, 


Staples, 

Stone, 

Stone  drills. 

Stoves  and  fixtures. 

Straightening  machines. 

Switches,    fixtures   and 

appurtenances. 
Tool  boxes. 
Switch  lamps. 
Switch    ropes     (when 

used  In  repairs  of 

roadway). 
Tamping  bars, 
Tapelines, 
Tie  plates, 
Timber, 
Tongs, 
Torpedoes  used  by  track 

repairers. 
Track   gauges. 
Track  jacks. 
Velocipedes, 
Vises. 
Washers, 
Washer   irons. 
Water  barrels. 
Water  kegs. 
Water  pails, 
Wheelbarrows, 
Whetstones, 
Wire, 
Wrenches,  etc 


2.  Renewals  of  Rails. — ^This  account  includes  the  cost  of 
rails,  laid  in  main  track  or  tracks,  sidings,  spurs,  gravel,  and 
repair  tracks;  in  tunnels,  depots,  shop  and  other  yards,  shops 
and  other  buildings;  on  turntables,  piers,  wharves,  track 
scales,  inclines,  bridges,  trestles,  and  culverts;  to  and  from 
coal  chutes,  coal  pockets,  fuel  or  water  stations,  etc.,  less  the 
value  of  the  old  rails  taken  up;  also  the  cost  of  inspection  and 
transportation.  Cost  of  guard  rails  should  be  charged  to  this 
account. 

3.  Renewals  of  Ties. — This  account  includes  the  cost  of 
cross  and  switch  ties  laid  in  main  track  or  tracks,  sidings, 
spurs,  gravel  and  repair  tracks;  in  tunnels,  depots,  shop  and 
other  yards,  shops,  and  other  buildings,  etc.;  on  turntables, 
piers,  wharves,  track  scales,  inclines,  bridges,  trestles,  and  cul- 
verts; to  and  from  coal  chutes,  coal  pockets,  fuel  or  water 
stations,  etc.;  also  the  cost  of  inspection  and  transportation. 

4.  Repaibs  and  Renewals  of  Bridges  and  Culvebts. — 
This  account  includes  all  expenditures  for  account  of  repairs 
and  renewals  of  bridges,  trestles,  and  culverts,  built  by  a  rail- 
road company  to  carry  its  tracks  over  any  stream,  road,  street 
or  other  railroad,  both  substructure  and  superstructure  (see  in 


342  SAFEGUARDING  EXPENDITURES. 

this  connection  Account  No.  5,  "Repairs  and  Renewals  of 
Fences,  Road  Crossings,  Signs,  and  Cattle  Guards");  expenses 
of  locomotives,  work  trains,  pile  drivers,  etc.,  while  engaged 
in  making  such  repairs;  cost  of  repairs  and  renewals  of  piers, 
abutments,  retaining  walls,  drainpipes,  riprapping,  dikes,  etc. 
necessary  to  protect  or  strengthen  bridges  and  culverts 
against  ice,  water,  etc.;  and  the  cost  of  cleaning  the  channel 
under  bridges  and  culverts. 

It  includes  also  the  wages  of  supervisor  of  bridges,  his 
traveling  and  office  expenses,  bridge  foremen,  bridge  watch- 
men, bridge  tenders,  etc.;  supplies  used  in  operation  of  bridges, 
such  as  brooms,  lanterns,  oil,  oil  cans,  pails,  tallow,  waste, 
water  barrels,  etc.;  and  fuel  for  stationary  engines  at  draw- 
bridges. The  cost  of  removing  old  bridges  preparatory  to  the 
construction  of  new,  and  the  cost  of  temporary  or  false  work 
used  in  repairs  or  renewals  of  bridges  and  culverts  are 
chargeable  to  this  account,  also  cost  of  construction  of  new 
bridge  to  replace  one  burned,  and  cost  of  tools  used  exclu- 
sively in  repairs  of  bridges. 

The  following  are  the  principal  classes  of  structures  com- 
ing under  this  account,  viz.: 

Bridges. — Steel,  iron,  wood  (Howe  truss,  combination,  tres- 
tle, or  pile). 

CUI.VEBTS. — Stone  or  brick  arch;  iron;  earthenware,  iron, 
or  ordinary  piping;   open  culvert. 

The  following  is  a  list  of  the  more  important  articles  of 
material  used  in  connection  with  bridges  and  culverts,  viz.: 


BOltB, 

Iron  hangers. 

Piles. 

Brick, 

Iron  thimbles. 

Riprap, 

Cables    (Iron   and 

Iron    rods. 

Sand, 

hemp), 

I^ag  screws. 

Spikes, 

Castings, 

Lime. 

Stone, 

Cement, 

Lumber, 

Timber. 

Dowels, 

Nails, 

Wood  screws. 

Iron,     . 

Nuts. 

Wrought  washers,   etc. 

Iron  braces^ 

Paints, 

5.  Repairs  and  Renewals  of  Fences,  Road  Crossings, 
Signs,  and  Cattle  Guards. — ^Thls  account  includes  all  ex- 
penditures for  account  of  repairs  and  renewals  of  right-of- 
way  fences,  street  railway  and  road  crossings,  overhead 
bridges  built  to  carry  any  highway  or  track  of  another  rail- 
road over  company's  roadbed,  roadways  running  under  track, 
viaducts  (foot  and  wagon),  crossing  drains,  all  signs  (except 
station  signs),  whistle  posts,  slow  boards,  stop  boards,  mile 
posts,  etc.;  crossing  gates,  cattle  guards,  hedges,  street  lights, 
street  repairs  or  sewers  for  which  the  company  may  be  as- 
sessed or  become  responsible  (excepting  within  the  limits  of 
station  and  shop  grounds,  which  are  chargeable  to  Account 
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No.  6,  "Repairs  and  Renewals  of  Buildings  and  Fixtures"), 
and  tools  used  by  employes  in  making  such  repairs  and 
renewals. 

6.  Repairs  and  Renewals  of  Buildings  and  Fixtures. — 
This  account  includes  all  expenditures  for  account  of  repairs 
and  renewals  of  all  buildings  used  in  connection  with  the 
operation  of  the  road. 

It  includes  wages  or  proportion  of  wages  of  the  officer  in 
charge  of  repairs  of  buildings,  his  traveling  and  office  ex- 
penses, cost  of  excavation,  foundations,  drainage,  water,  gas, 
and  sewer  pipes,  and  stationary  fixtures  appertaining  thereto; 
heating  and  lighting  plant,  apparatus,  and  fixtures;  fences 
around  station  grounds,  stock  and  fuel  yards,  shops,  and  other 
buildings;  hydrants,  cisterns,  and  wells  for  station  and  other 
buildings;  grading,  sewerage,  laying  out  and  improving 
grounds  around  stations,  shops,  and  other  buildings,  paving 
yards  adjacent  to  buildings,  street  lights,  street  paving,  repairs 
or  sewers  for  which  the  company  may  be  assessed,  or  become 
responsible  at  points  within  the  limits  of  grounds  considered 
as  belonging  to  stations,  shops,  or  other  buildings  of  the  same 
class,  or  on  streets  surrounding  such  grounds  or  buildings 
(otherwise  the  charge  should  be  to  Account  No.  5,  "Repairs 
and  Renewals  of  Fences,  Road  Crossings,  Signs,  and  Cattle 
Guards");  also  the  expense  of  removing  old  buildings,  prepar- 
atory to  the  construction  of  new. 

The  following  is  a  list  of  the  structures  referred  to  above: 


Baggage  rooms, 

Boarding    houses    for 
section  men. 

Boilers  and  boiler 
houses    for   supplying 
steam      for      heating 
cars,     heating     water 
for  cleaning  cars,  etc. 

Breakwaters    for    pro- 
tection of  buildings. 

Dry  houses. 

Dwelling  houses 

Eating  houses. 

Elevators.* 

Engine   houses. 

Express  buildings. 

Fire-engine   houses, 

Fuel  houses. 

General  ofOces, 


Grain  cribs. 

Grain    warehouses, 

Hand- car  houses. 

Ice  houses. 

Inclines  for  fuel  and 
other   purposes. 

Interlocking  towers, 

Oil  houses  and  tanks. 

Outhouses, 

Permanent    signal-sta- 
tion buildings. 

Platforms, 

Rail  mills. 

Roundhouses, 

Band   houses, 

Kand  driers. 

Scrap  houses, 

Section  houses. 

Shops  of  all  kinds, 


Shop         and         station 
grounds      and     yards 
(drainlng,filling,etc.) , 

Sidewalks, 

Stables. 

Stationary  engine 
houses. 

Station  houses   (passen- 
ger and  freight). 

Stock  pens. 

Storehouses. 

Switch  houses. 

Telegraph  offices. 

Turntables, 

Warehouses. 

Watchhouses, 

Water  stations. 


The  expense  of  repairs  and  renewals  of  furniture  and  fix- 
tures used  in  buildings  included  under  this  head,  not  other- 
wise provided  for  herein,  should  also  be  charged  to  this  ac- 


*  Except   elevators,   the  net  earnings  of  which   are  excluded   from 
freight  revenue. 
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count    Some  of  the  more  important  of  these  Items  are  as  fol- 
lows: 

Awnings,    *  Ice  boxes,  Shelving  and  other  fix- 
Carpets,  Lighting  fixtures,  tures, 
Chairs,  Looking  glasses,  Signs   at  stations. 
Clocks,  Mats,  Stationary    engines   and 
Coal  boxes.  Matting,  boilers    (except  for 
Counters,  Office  railings,  running  machinery). 
Cranes    (steam,  hand     Pigeonhole  cases,  Stoves  and  stove  funU- 

and  mail),  Packs,  ture. 

Curtains,  Safes.  Tables, 

Derricks,  Scales    (track,    ware-  Ticket  cases,   etc 

Desks,  house  and  platform). 

Fire  extinguishers,  Settees, 

Expenditures  for  the  following  items,  when  used  in  repairs 
or  renewals  of  water  stations,  or  in  connection  with  water  sup- 
plies for  any  purpose,  should  be  charged  to  this  account,  viz.: 

Boilers  and  machinery  for  pumping  engines,  cisterns,  hydrants,  pipe 
lines,  pipes,  ponds,  pumping  engines,  pump  fixtures,  pumps,  springs, 
tanks,  towers,  tubs,  wells,  windmills,  etc. ;  also  the  expense  of  protecting 
pipes  and  of  prospecting  for  water  supply. 

Expenditures  for  the  following  items  when  used  in  repairs 
or  renewals  of  buildings  used  for  fuel  houses  or  sheds  should 
be  charged  to  this  account,  viz.: 

Chutes,  coal  bins,  coal  buckets,  cranes,  derricks,  pockets,  screens, 
wood  racks,  etc. ;  also  dumping,  hoisting  and  other  machinery  and  the 
necessary  tools  In  connection  therewith. 

7.  Repaibs  and  Renewals  of  Docks  and  Wharves. — 
This  account  includes  all  expenditures  for  account  of  repairs 
and  renewals  of  docks,  wharves,  piers,  sheds  thereon  and  in- 
clines thereto,  Jetties,  etc.,  and  of  repainting  the  same;  re- 
pairs and  renewals  of  freight  carriers  used  in  connection  with 
the  above,  and  of  the  engines  necessary  to  operate  the  same; 
also  the  expense  of  operating  pile  drivers,  tugs,  barges,  floats, 
dredges,  mud  scows,  etc.,  while  engaged  in  making  such 
repairs,    and  in  dredging  to  preserve  proper  depth  of  water. 

8.  Repairs  and  Renewals  of  Telegraph. — This  account 
includes  all  expenditures  for  account  of  repairs  and  renewals 
of  the  telegraph  and  telephone  lines  owned  by  the  company, 
or  for  which  it  is  responsible,  including  poles,  wire,  insulators, 
instruments,  battery  jars,  switch  boards  and  appurtenances, 
telegraph  signs,  telegraph  tables,  climbers,  and  all  other  ap- 
purtenances in  connection  therewith  forming  a  part  of  the 
plant;  also  the  wages  of  employes  engaged  in  keeping  the  line 
in  working  condition,  the  cost  of  their  tools,  and  proportion 
of  the  salary,  traveling,  and  office  expenses  of  superintendent 
and  assistant  superintendent  of  telegraph,  and  clerks. 

9.  Stationery  and  Printing. — This  account  includes  all 
expenditures  for  stationery,  stationery  supplies,  and  printings 
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including  books,  blank  forms,  etc.,  used  in  connection  with 
"Maintenance  of  Way  and  Structures." 

[A  list  of  the  more  Important  articles  of  stationery  and  printing  vlU 
be  found  under  Account  No.  46,  "Stationery  and  Printing."] 

10.  Otheb  Expenses. — ^This  account  includes  incidental 
expenditures  only;  that  is  to  say,  such  expenditures  in  con« 
nection  with  "Maintenance  of  Way  and  Structures"  as  are  not 
properly  chargeable  to  any  of  the  foregoing  accounts.  It  in- 
cludes material  used  in  a  laboratory  attached  to  a  machine 
shop  when  not  specifically  chargeable  to  any  one  particular 
account. 

MAINTENANCE  OP  EQUIPMENT. 

11.  SuPEBiNTENDLNCE. — This  account  includes  the  salaries 
and  expenses  of  the  superintendents  of  motive  power  and  car 
departments,  auditor  of  motive  power  and  machinery,  master 
mechanics,  master  car  builders,  general  foremen,  when  sala- 
ries can  not  be  properly  charged  to  specific  accounts;  their 
clerks  and  attendants;  also  incidental  expenses  of  their  offices, 
such  as  fuel,  light,  etc. 

12.  Repairs  and  Renewals  of  Locomotives. — This  account 
Includes  all  expenditures  for  account  of  repairs,  renewals,  and 
rebuilding  of  locomotives,  tenders,  snowplows  (when  attached 
to  locomotives),  furniture,  and  loose  and  movable  tools  and 
supplies  used  in  connection  therewith. 

It  also  includes  repairs  of  a  "pusher"  engine  and  tender 
belonging  to  another  road  over  which  trackage  rights  are 
granted. 

It  also  includes  the  cost  of  locomotives,  tenders,  and  appur- 
tenances thereunto  belonging,  built  or  purchased  to  make 
good  the  original  number  charged  to  construction  or  equip- 
ment, including  royalties  for  patents,  steam  and  other  power 
brakes  and  brake  fixtures,  less  the  value  of  old  material,  in- 
surance, or  repayments  from  other  roads. 

The  following  is  a  list  of  the  more  important  articles  used 
in  connection  with  repairs  and  renewals  of  locomotives,  viz.: 


Air  brakes. 
Air-brake  fixtures. 
Arch  pipes. 
Arm  rests. 
Ash  hoes. 
Ash  pans. 
Ash-pan  rods. 
Bar   (buggy), 
Bar  (pinch), 
Bar  (plugging). 
Bar  (slash). 
Bells, 
Bell  bases, 
Bell  cords. 
Bell-cord  hangers. 


Bell  yokes, 
Blower  cocks. 
Blower  pipes. 
Blow-oft  cockfli. 
Boilers, 
Brakes. 
Brake  shoes. 
Branch  pipes. 
Brasses, 
Brooms, 
Bumpers, 
Bumper  blocks. 
Bumper  sheets. 
Cab  angle  irons. 
Cab  brackets. 


Cab  curtains. 
Cab  cushions. 
Cab  fronts. 
Cab  handles. 
Cab  lamps. 
Center  castings, 
Center  pins. 
Chafe  irons. 
Check  castings. 
Check  chambers. 
Check  valves. 
Clocks, 
Coal  grates, 
Counterbalances, 
Coupling  bars. 
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Crank  pins, 
CroBsheads, 
Crossnead  pins. 
Crown  bars. 
Crown-bar  braces, 
Crown  sheets. 
Cylinders, 
Cylinder  casings, 
Cylinder  cocks. 
Cylinder-cock  rods, 
Cylinder  beads. 
Cylinder  rings, 
Danlpers, 
Damper  handles. 
Decks, 
Domes, 

Dome  casings. 
Dome  covers. 
Drag  irons, 
Dragpins, 
Drawbars, 
Drawbar  castings. 
Driving  axles. 
Driving  boxes, 
Driving-box    brasses. 
Driving-box  cellars, 
Driving-box  wedges. 
Driving  wheels, 
Dry  pipes. 
Eccentrics, 
Eccentric  rods. 
Eccentric  straps. 
Equalizing  levers, 
Equalizing  springs. 
Exhaust  pipes. 
Expansion   clamps. 
Extension  front  ends. 
Feed  pipes, 
Feed-jgipe  cocks, 
Feed-pipe   hangers. 
Feed-pipe  hose. 
Feed-pipe  shaft. 
Fire  boxes. 
Fire-box  doors. 
Fire-box  grates. 
Fire  bricks. 
Fire  pumps, 
Flagstafta, 
Flues, 
Flue  sheets. 
Footboards, 
Frames, 
Frame  braces. 
Front    ends, 
Front-end  doors. 
Front- end  rings, 
Front-end  timber, 
Gaskets, 
Gauge  cocks, 
Gibs. 
Glands, 
Glass  gauges. 
Gongs, 
Ctoose  neckfl* 


Orate  bars. 
Grate  shakers, 
Guide  bars. 
Guide  blocks. 
Guide  braces. 
Guide  yokes. 
Hammers    (hard   and 

copper). 
Hand-hole  plates. 
Hand  rails. 
Hand-rail  pedestals. 
Headlights, 
Headlight  brackets. 
Headlight  fixtures. 
Headlight   pedestals, 
Heater  cocks. 
Heater  pipes. 
Hose, 

Hose  Jackets, 
Hose  reels. 
Injectors. 
Injector   nozzles. 
Inclines, 
Jacket  bands. 
Jacket   lagging. 
Jacks, 
Jackscrerws, 
King  pins, 
JLamps   (steam  and 

water  gauge). 
Lazy  cocks. 
Levers, 
Link  blocks. 
Link  lifters, 
Lubricators, 
Oak  packing. 
Oil-can  stands. 
Oil  cups. 
Oil-house  cups  and 

brasses. 
Oil  pipes. 
Packing    hooks. 
Packing  Irons, 
Packing  rings. 
Pet  cocks. 
Pet-cock  rods. 
Petticoats, 
Petticoat  pipes, 
Pilots, 

Pilot  braces. 
Pilot-draw   castings. 
Piston-follower    heads. 
Piston  heads, 
Piston-packing    pumps. 
Piston  rods. 
Pokers,  . 
Pump  barrels, 
Pump  cages. 
Pump  chambers    (top 

and  bottom). 
Pump  plungers. 
Pump  values. 
Quadrants, 
Quadrant  stands. 


Reach  rods. 
Reverse  latches. 
Reverse  levers. 
Rocker   arms. 
Rocker  boxes, 
Rods    (main    and    con- 
necting). 
Rod  keys. 
Rod  straps. 
Running  boards. 
Running-board  braces. 
Safety  beams  and  cast- 


Safety  chains. 
Safety  hooks. 
Safety  levers. 
Safety  valves. 
Sand  boxes. 
Sand-box  bases. 
Sand-box  casings. 
Sand-box  covers. 
Sand-box  pipes. 
Sand-box  rods. 
Seat  boxes. 
Sledges, 
Slide  valves, 
Slide-valve  rods. 
Slide-valve  yokes. 
Smoke  arches. 
Smoke-arch  braces. 
Smoke-arch  rings. 
Smokestacks. 
Smokestack    bases. 
Smokestack  cones. 
Springs, 

Spring  balances. 
Spring  hangers. 
Spring  saddles. 
Stay  bolts. 
Steam  brakes, 
Steam  chests. 
Steam- chest  covers, 
Steam-chest  hangers. 
Steam  gauges. 
Stop  cocks. 
Stuffing  boxes. 
Swing  bolsters. 
Tee  heads. 
Tenders, 

Tender  brake  hangers. 
Tender  brake-hanger 

boxes, 
Tender  brake  shoes. 
Tender  brake  wheels. 
Tender  cocks  and  rods. 
Tender  frames. 
Tender  wheels  and 

axles. 
Throttle    levers, 
Throttle  pipes. 
Throttle  valves^ 
Tires, 

Tool  boxes. 
Torches, 
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Trucks,  Truck  wheels,  Wrenches  (common, 
Truck  axles.  Tumbling  shafts,  packing,   air-brake. 
Truck  boxes.  Water-gauge  cocks,  spanner,  rod,  set- 
Truck  braces.  Wheel  guards*  screw,  eccentric,  and 
Truck  cellars,  Whistles,  Injector),  etc. 
Truck  Jaws,  Wire  netting, 

13.  Repairs  and  Renewals  of  Passengiir  Cars. — This  ac- 
count includes  all  expenditures  for  account  of  repairs,  renew- 
als, and  rebuilding  of  passenger  cars  of  all  classes,  including 
woodwork,  axles;  brake  fixtures,  brakes  (hand,  air  and  other), 
brasses,  buffet  fittings,  fixtures,  and  appurtenances,  heating 
and  lighting  apparatus,  links,  pins,  oil  boxes,  springs,  trucks, 
wheels,  windows,  window  fixtures,  repainting,  and  other  ex- 
penditures of  a  like  nature;  also  proportion  of  wages  of  car 
inspectors  and  cost  of  tools  used  in  inspecting  cars  at  sta- 
tions and  elsewhere;  proportionate  cost  of  tools  used  by  car 
repairers  at  repair  stations  for  making  light  repairs,  such  as 
jackscrews,  sledges,  wrenches,  and  other  expenditures  of  a 
like  nature;  also  repairs  made  to  cars  of  other  lines  for  dam- 
ages, or  payments  made  for  foreign  cars  wrecked  or  destroyed 
on  the  line;  furniture  and  fixtures  of  passenger  cars  built  or 
purchased  to  make  good  the  original  number  of  cars  charged 
to  construction  or  equipment;  and  also  the  cost  of  passenger 
cars  replacing  those  worn  out  or  destroyed,  less  the  value  of 
old  material,  insurance,  or  repayments  from  other  roads. 

Passenger  cars  may  be  classified  as  follows,  viz.: 

Baggage,  Combination  (passenger  Express, 

Business  and  baggage).  Emigrant, 

Chair,  Dining,  Mail, 

Milk,  Pay,  Tourist, 

Officers',  Postal,  Other     passenger    train 

Parlor  (drawing  room), Sleeping.  cars. 

Passenger  (all  classes) ,  Smoking, 

The  following  is  a  list  of  the  more  important  articles  of 
passenger-car  furniture  and  fixtures,  viz.: 

Bell  cord.  Cuspidors,  Matting, 

Bell-cord  hangers,  Drawheads,  Racks, 

Carpets,  Ice  boxes.  Seats, 

Chairs,  Keys,  Stoves, 

Check  boxes.  Lamps,  Stove  furniture. 

Coal  boxes,  Lamp   fillers.  Toilets, 

Coal  hods.  Lamp  fixtures.  Wash  basins. 

Curtains,  Lamp  shears,  Water  tanks. 

Cushions,  Linoleum^  Window  fixtures,  etc. 

14.  Repairs  and  Renewals  op  Freight  Cars. — ^This  ac- 
count includes  all  expenditures  for  account  of  repairs,  renew- 
als, and  rebuilding  of  freight  cars  of  all  classes*  including 
wood  work,  axles,  brake  fixtures,  brakes  (hand,  air  and  other), 
brasses,  double-decking  cars  for  stock,  grain  doors,  links,  pins, 
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couplers,  oil  boxes,  springs,  trucks,  wheels,  repainting*  and 
renumbering;  proportion  of  wages  of  car  inspectors  and  cost 
of  tools  used  in  inspecting  cars  at  stations  and  elsewhere; 
proportion  of  cost  of  tools  used  by  car  repairers  at  repair  sta- 
tions for  making  light  repairs,  such  as  Jackscrews,  sledges, 
wrenches,  and  other  expenditures  of  a  like  nature;  repairs  to 
cars  of  other  lines  for  damages,  or  payments  made  for  their 
cars  wrecked  or  destroyed  on  the  line;  furniture  and  fixtures 
for  cabooses;  and  the  cost  of  freight  cars  replacing  those  lost. 
worn-out,  or  destroyed,  less  the  value  of  old  material,  insur- 
ance, or  repayments  from  other  roads.  It  also  Includes  all 
expenditures  for  repairs  and  renewals  of  loose  or  movable  fur- 
niture and  fixtures  belonging  to  caboose  cars. 
Freight  cars  may  be  classified  as  follows,  viz.: 


Box. 

Fruit. 

Refrigerator, 

Caboose, 

Furniture, 

Stock  (including  palace) 

Coal. 

on. 

Water  and  tank  (when  \ 

Dump  (commercial, 

Ore, 

as  commercial  cars). 

coal  or  stone). 

Platform, 

15.  Repairs  and  Renewals  of  Work  Cars. — This  account 
includes  all  expenditures  for  account  of  repairs,  renewals,  and 
rebuilding  of  work  or  service  cars;  repairs  and  renewals  of 
woodwork,  repainting,  axles,  brakes  (hand,  air  and  other), 
and  other  fixtures,  brasses,  heating  and  lighting  apparatus* 
links,  pins,  oil  boxes,  springs,  trucks,  wheels,  windows,  win- 
dow fixtures  and  other  expenditures  of  a  like  nature;  repairs 
of  commercial  cars  when  assigned  to  and  in  service  of  "Main- 
tenance of  Way  and  Structures"  department,  including  cost  of 
changes  made  in  such  cars  to  fit  them  for  this  service;  and 
the  expense  of  refitting  them  for  commercial  service. 

Work  and  service  cars  may  be  classified  as  follows,  viz.: 

Ballast    plows  or    un-Iron    shovels.                    Rock  crushers. 

loaders.          including  Lever    cars,  Snowplows     (when    not 

cables      used  there- Locomotive    tanks    used     attached    to    locomo- 

with.  permanently  as  water     tives), 

Boarding,  cars,                                Steam    shovels. 

Bridge,  Outfit,                                 Tool, 

Derrick.  Painters'.                           Water, 

Ditching.  Pile    drivers,                   Wrecking. 

Dump.  Plow    and    scraper.        Other  work  cars. 

Gravel,  Push, 

Hand,  Rail  saw, 

16.  Repairs  and  Renewals  of  Marine  Equipment. — This 
account  includes  all  material  and  labor  necessary  to  maintain 
marine  or  floating  equipment  in  efficient  working  order,  in- 
cluding repairing  (both  ordinary  and  that  made  necessary  by 
wrecks  or  accident)  hulls,  decks,  cabins,  masts,  rigging,  sails, 
and  other  parts  of  steamships,  steamboats,  ferryboats,  transfer 
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boats,  vesBels,  tugs,  barges,  car  and  other  floats,  scows,  etc.; 
also  for  repairing  boilers  and  engines,  wood  foundations,  bear- 
ings for  machinery,  wheels,  rudders,  shafts,  steering,  gear, 
ventilators,  electric  plants,  steam  and  hot-water  heating  flx- 
tures  and  appurtenances,  royalties  paid  for  use  of  patents  on 
improved  machinery,  raising  sunken  boats,  etc. 

The  following  is  a  list  of  the  principal  items  of  furniture 
and  fixtures  used  in  repairs  and  renewals  of  marine  or  float- 
ing equipment,  viz.: 

Axes,  barometers,  beds  and  bedding,  block  and  tackle,  capstan 
bars,  carpets,  chairs,  charts,  clocks,  compasses,  copying  presses,  coun- 
ters, desks,  engine  furnishings,  flre  extinguishers,  flue  cleaners,  gang 
planks,  hatchets,  hooks,  llf&> preservers,  lines,  linoleum,  logs  and  log 
lines,  matting,  oil  cans,  pianos  on  passenger  boats,  pokers,  racks,  rail- 
ings, safes,  scales,  scrapers,  settees,  shovels,  splice  bars,  spyglasses, 
stoves  and  stove  furniture,  tables,  ticket  cases  and  fixtures,  tool  boxes, 
tools,   wrenches,   and  other   analogous  articles. 

17.  Repairs  and  Renewals  of  Shop  Machinery  and 
Tools. — ^This  account  includes  all  expenditures  for  account  of 
renewals,  repairs,  and  maintenance  of  boilers,  stationary  en- 
gines, scaffolds,  shafting,  belting,  and  other  appliances  for 
running  machinery,  furnaces,  forges,  and  all  machinery  in  car 
and  locomotive  shops,  in  roundhouses,  when  used  exclusively 
for  repairing  locomotives,  and  in  carpenter  shops  of  the  Bridge 
and  Building  Department;  also  all  tools  and  flxtures  used  in 
connection  therewith;  oil,  tallow,  and  waste  used  in  lubricat- 
ing and  cleaning  tools  and  machinery.* 

18.  Stationery  and  Printing. — This  account  includes  all 
expenditures  for  stationery,  stationery  supplies,  and  printing, 
including  books,  blank  forms,  etc.,  used  in  connection  with 
"Maintenance  of  Equipment." 

[A  list  of  the  more  Important  articles  of  stationery  and  printing 
will  be  found  under  Account  No.  45,  "Stationery  and  Printing."} 

19.  Other  Expenses. — This  account  includes  all  expendi- 
tures for  account  of  electric  lights,  gas,  torches,  and  lamps 
used  in  machinery  department  shops,  roundhouses  and  offices, 
and  the  oil  and  material  for  the  same;  proportion  of  labor 
and  material  for  the  proper  operation  and  repair  of  electric 
lights  used  in  connection  with  other  departments;  wages  of 
engineers  and  flremen  and  cost  of  fuel  and  water  in  operation 
of  stationary  engines  or  boilers  for  supplying  power  and  heat 
to  shop  buildings  and  roundhouses  (other  fuel  used  in  shops 


*NoTs. — Small  hand  tools  used  by  mechanics  and  soon  worn  out.  also 
wages  of  persons  in  charge  of  same,  should  be  charged  to  the  account 
mostly  benefited  by  their  use;  and  wages  of  sweepers,  cleaners,  roust- 
abouts, and  other  unskilled  laborers  employed  on  general  work  in  and 
about  locomotive,  machine,  boiler,  copper,  sheet  iron,  tin,  smith,  car, 
carpenter,  paint,  pattern,  and  other  shops,  fuel  for  forges  and  other 
Analogous  items,  should  be  apportioned  between  the  different  "Main- 
tenance of  Equipment"  accounts,  on  basis  of  relative  amount  of  work 
done  for  the  account  of  each. 
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being  charged  into  the  cost  of  mannfactored  material);  wagee 
paid  watchmen  engaged  in  watching  machinery  department 
shops;  cleaning  vaults  connected  with  shops;  cost  of  material 
used  in  a  laboratory  attached  to  a  machine  shop  where  no 
special  account  is  benefited;  and  all  "Maintenance  of  Ekiuip- 
ment"  expenses  which  can  not  be  properly  classed  under  any 
of  the  foregoing  heads. 

CONDUCTING  TRANSPORTATION. 

20.  StTFEBiNTENDENCE. — ^Thls  accouut  includcs  all  expendi- 
tures for  account  of  salaries  and  expenses  of  general  superin- 
tendents (when  engaged  exclusively  in  the  operating  depart- 
ment), assistant  general  superintendents,  division  superin- 
tendents, assistant  superintendents,  superintendents  of  trans- 
portation, masters  of  transportation,  superintendents  of  car 
service,  car  accountants,  train  masters,  traffic  managers,  as- 
sistant traffic  managers,  general  freight  agents,  assistant  gen- 
eral freight  agents,  general  passenger  agents,  assistant  gen- 
eral passenger  agents,  general  ticket  agents,  assistant  general 
ticket  agents,  general  baggage  agents,  superintendents  of  ex- 
press, or  other  officers  engaged  exclusively  in  the  transporta- 
tion department,  their  clerks,  porters,  and  attendants;  also 
incidental  expenses  of  their  offices,  such  as  heating,  lighting, 
ice,  water,  rent,  express  charges,  etc.,  provisions  and  other 
expenses  of  special  cars  when  in  use  by  such  officers;  also 
expenses  of  Car  Service  Associations. 

21.  Engine  and  Roundhouse  Men. — This  account  includes 
wages  of  all  engineers  and  firemen  while  engaged  in  running 
all  locomotives  except  those  engaged  in  work-train  service; 
also  the  wages  and  traveling  expenses  of  traveling  engineers, 
wages  of  hostlers,  callers,  watchmen,  and  employes  engaged 
in  wiping,  cleaning,  firing  up,  dumpmg,  boiler  washing,  clean- 
ing fire  boxes,  watching  and  dispatching  locomotives,  and  all 
other  roundhouse  employes,  such  as  smokestack  inspectors, 
roundhouse  cleaners,  ash  pit  or  clinker  pit  cleaners,  clinker 
dumpers,  operators  of  turntables,  etc.;  also  the  wages  paid 
engineers  and  firemen  on  a  ''pusher"  engine  furnished  by  an- 
other road  over  which  trackage  rights  are  granted. 

22.  Fuel  for  Locomotives. — This  account  includes  the  cost 
of  fuel  consumed  by  all  locomotives  except  those  engaged  in 
work-train  service,  including  freight  charges  on  same  and  the 
wages  of  fuel  agents,  their  clerks,  and  employes  engaged  in 
handling  and  accounting  for  the  same;  also  tools,  such  as 
wheelbarrows,  shovels,  picks,  brooms,  axes,  saws,  forks,  oil 
cans,  stoves  and  lamps;  coal  and  wood  for  heating;  oil,  tal- 
low, etc.,  for  lighting  fuel  stations;  also  cost  of  coal  used  on 
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a  "pusher"  engine  furnished  l^j  another  road  over  which  track- 
age rights  are  granted. 

23.  Watkb  Supply  fob  Locomotives.— This  account  in- 
cludes the  cost  of  water  furnished  all  locomotives  except  those 
engaged  in  work-train  service,  including  the  cost  of  labor  and 
material  required  in  operating,  heating,  and  lighting  water 
stations;  oil,  waste,  and  other  supplies  for  operating  pumping 
machinery;  tools,  etc.  (when  not  chargeable  to  Account  No. 
6,  "Repairs  and  Renewals  of  Buildings  and  Fixtures"),  and 
amounts  paid  to  other  companies  for  water  furnished  to  loco- 
motives, water  rights,  and  privileges;  also  water  furnished  a 
"pusher"  engine  belonging  to  another  road  over  which  track- 
age rights  are  granted,  and  cost  of  water  used  in  roundhouses 
for  washing  out  locomotive  I  oilers. 

24.  Oil,  Tallow,  and  Waste  fob  liOCOMonvES. — This  ac- 
count includes  the  cost  of  oil,  tallow,  waste,  wool,  grease,  rags, 
etc.,  used  in  lighting,  cleaning,  and  lubricating  all  locomotives 
except  those  engaged  in  work-train  service,  and  expense  of 
similar  supplies  on  a  "pusher"  engine  furnished  by  another 
road  over  which  trackage  rights  are  granted. 

26.  Other  Supplies  fob  Locomotives. — ^This  account  in- 
cludes the  cost  of  furniture,  tools,  and  other  movable  articles 
and  supplies  required  fully  to  equip  all  locomotives  except 
those  engaged  in  work-train  service,  as  chisels,  flies,  lamp- 
black, packing  material,  sand,  soap,  and  switch  keys;  also 
axes,  brooms,  brushes,  crowbars,  flags,  frogs,  hatchets,  Jacks, 
lantern  globes,  lanterns,  links,  pins,  matches,  metal  and  other 
polishes,  oil  cans,  picks,  scoops,  shovels,  shunting  poles,  switch 
chains,  switch  ropes,  tallow  buckets,  tin  boxes  for  flags,  tor- 
pedoes, water  buckets,  etc.,  and  expense  of  similar  supplies  on 
a  "pusher"  engine  furnished  by  another  road  over  which  track- 
age rights  are  granted. 

26.  Train  Service. — This  account  includes  the  wages  of 
conductors,  train  agents,  ticket  collectors,  baggagemen,  brake- 
men,  train  porters  (not  on  private  cars),  water  carriers,  and 
other  trainmen  engaged  in  running  all  trains  except  work 
trains,  or  in  making  up  or  distributing  trains. 

27.  Train  Supplies  and  Expenses. — ^This  account  includes 
all  expenditures  for  account  of  heating,  lighting,  cleaning,  and 
lubricating  cars,  including  the  cost  of  supplying  or  pumping 
gas  into  cars,  and  oil  and  wicking  for  lanterns  of  trainmen; 
uniforms  and  badges  for  trainmen  when  paid  for  by  the  com- 
pany; laundry  work  for  cars,  icing  refrigerator  cars,  transfer- 
ring or  rearranging  freight  in  transit  for  safety  in  transporta- 
tion, etc.;  miscellaneous  supplies  furnished  to  cars  for  the 
purpose  of  protection  against  accidents  and  flres,  and  for 
keeping  the  cars  clean;  bedding  for  stock  cars  and  wages  of 
car  cleaners  and  car  oilers;  provisions  and  supplies  for  snow- 
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bound  trains  or  trains  delayed  by  washouts,  trackage  or  pilot 
service  paid  to  other  roads  during  washouts,  transfer  of  pas- 
sengers on  account  of  defective  track  or  bridges;  also  cost  of 
maintaining  and  operating  temporary  facilities  in  connection 
with  transporting  freight  and  passengers  over  a  stream  where 
a  bridge  has  been  destroyed;  also  oil,  tallow,  waste,  wool, 
grease,  sulphur,  sponges,  rags,  packing  hooks  and  irons,  dope 
buckets,  and  other  supplies  and  tools  used  in  cleaning  and 
lubricating  cars. 

This  account  also  includes  any  deficit  from  operation  of 
dining  cars. 

It  also  includes  all  expenditures  for  miscellaneous  supplies 
furnished  trains  necessary  fully  to  equip  them  for  service.  The 
following  is  a  list  of  the  more  important  train  supplies,  tIz.: 


Axes. 

Hatchets, 

Sled«es. 

Bell    cords. 

Ice. 

Soap, 

Brooms, 

Jacks, 

Straw  and  sawdust. 

Brushes. 

Jackscrews, 

Switch  chains. 

Bull's-eyes, 

Lanterns* 

Switch  keys,   for  train- 

Candles. 

Lantern  fixtures. 

men. 

Chains. 

Matches, 

Switch  ropes. 

Cold  Chisels. 

Oil  cans, 

Tallow  buckets. 

Conductor's  punches. 

Packing  hooks. 

Torpedoes, 

Dunnage, 

Palls, 

Train  tool  boxes. 

Fire  buckets. 

Punches, 

Water    buckets. 

Flags, 

Saws. 

Wrenches,    etc. 

Frogs, 

Scoops, 

Hammers, 

Shovels, 

28.  Switchmen,  Flagmen,  and  Watchmen. — ^This  account 
includes  the  wages  of  yard  masters  and  clerks,  yard  foremen, 
yard  conductors,  yard  brakemen,  yard  switchmen,  switch  ten- 
ders, callers,  watchmen  and  detectives,  station  policemen,  sig- 
nalmen, crossing-gate  keepers,  crossing  flagmen,  and  track 
flagmen  (when  the  service  is  performed  in  connection  with 
"Conducting  Transportation")*  auH  wages  of  such  employes 
paid  on  account  of  Joint  use  of  track  owned  by  another  com- 
pany. 

29.  Telegraph  Expenses. — ^Thls  account  includes  all  ex- 
penditures for  account  of  operation  of  telegraph  and  tele- 
phones, such  as  rent  paid  for  use  of  telegraph  and  telephone 
lines,  and  for  telephone  tolls  at  stations;  salaries  and  expenses 
of  division  operators,  of  train  dispatchers,  clerks,  telegraph 
operators,  and  messengers;  cost  of  chemicals,  copper,  zincs, 
and  other  supplies  for  charging  batteries;  fuel,  light,  and  other 
supplies  for  telegraph  ofllces;  proportion  of  salaries  and  ex- 
penditures of  superintendent  and  assistant  superintendent  of 
telegraph,  their  clerks  and  attendants,  and  miscellaneous  sup- 
plies, traveling  and  office  expenses;  also  amounts  paid  for 
services  of  such  employes  on  other  roads  over  which  trackage 
Tights  are  granted. 

When  an  employe  connected  with  the  telegraph  service 
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also  acts  as  station  agent,  clerk,  or  in  any  other  capacity,  an 
apportionment  of  his  wages  should  be  made  to  this  and  other 
accounts  on  the  basis  of  service  rendered. 

30.  Station  Sebyice. — This  account  includes  salaries  and 
expenses  of  freight  and  ticket  agents  in  charge  of  stations, 
assistant  agents,  depot  or  station  masters,  assistant  depot  or 
station  masters,  station  passenger  agents,  station  baggage . 
agents,  assistant  station  baggage  agents,  and  other  officials 
occupying  analogous  positions;  wages  of  cashiers,  clerks,  col- 
lectors, ticket  examiners,  ticket  collectors  and  ushers,  station 
foremen,  baggagemen,  station  gatemen,  employes  in  package 
and  parcel  rooms,  men  attending  electric  lights.  Janitors,  por- 
ters, warehousemen,  freighthouse  foremen,  freight  callers, 
tallymen,  deliverymen,  car  sealers,  weighmasters,  truckmen 
and  other  laborers,  teamsters,  messengers,  scalemen,  coopers, 
cleaners,  employes  at  coal  dock  terminals,  enginemen  for  sta- 
tionary engines  used  for  heating  and  lighting  station  build- 
ings; also,  employes  engaged  in  carrying  and  weighing  mail, 
caring  for  switch  lights,  loading,  unloading,  bedding,  feeding, 
and  watering  stock;  labor  at  stockyards  or  stock  pens,  except 
as  covered  by  Account  No.  42,  **  Stock  Yards  and  Elevators," 
cleaning  vaults  connected  with  stations,  payments  for  trans- 
ferring freight  by  contract  or  otherwise,  and  other  analogous 
expenses,  also  amounts  paid  for  services  of  such  employes  on 
other  roads  over  which  trackage  rights  are  granted. 

31.  Station  Supplies. — ^This  account  includes  all  expendi- 
tures for  account  of  heating  and  lighting  depots,  waiting 
rooms,  freight  and  passenger  offices,  and  other  station  build- 
ings; fuel  and  supplies  for  engines  operating  freight  carriers 
on  docks,  wharves  and  piers  to  convey  freight  between  boats 
and  car?;  supplies  used  for  station  and  yard  signals,  switches* 
switch  lights,  street  lights,  semaphore  lamps,  etc.,  also  bills 
of  municipalities  or  other  corporations  for  lighting  highway 
crossings;  supplies  and  implements  for  handling  freight;  pay- 
ments for  water,  sprinkling  about  stations,  uniforms  and 
badges  for  employes  when  paid  for  by  the  company;  drayage, 
horses,  feeding  and  shoeing  horses,  bedding,  feed,  and  water 
for  stock  at  stockyards  or  stock  pens  except  as  covered  by 
Account  No.  42,  "Stock  Yards  and  Elevators;"  premium  on 
bonds  of  agents  and  other  station  employes,  when  paid  by  the 
company,  and  other  analogous  items;  also,  amounts  of  this 
character  paid  to  other  companies  where  trackage  rights  are 
granted. 

The  following  is  a  list  of  the  more  important  articles  in- 
cluded under  station  supplies,  viz.: 

AS6I,  Brooms,  Car  seals. 

Baggage  chocks.  Brushes.  Chair  cushions. 

Baggage  crates.  Bulletin   boards,  Chalk. 

Baggage  trucki.  Candles,  Check  boxes. 
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Coal  bods. 

Cold  chisels. 

Copying  presses. 

Counter  brushes. 

Counter    scales, 

Cups, 

Cupboard  catches. 

Curtains, 

Cuspidors, 

Dating  stamps    (office)  ^ 

Dippers. 

Dusters, 

Electric  lights. 

Electric-light  supplies. 

Extinguishers    (hand). 

Files  (document). 

Fire  buckets. 

Flags. 

Freight  trucks. 

Gas, 

Hammers, 

Harness, 

Hatchets, 

Hooks, 

Hose, 

Hose  couplings. 

Ice, 

Ice  chests, 

Ice  tongs. 


Keys, 

Lampblack, 

Lamps, 

Lamp  fittings, 

Lamp  supplies. 

Lanterns, 

Lantern  fittings. 

Letter  boxes, 

Locks, 

Looking  glasses. 

Mail  bags. 

Marking  brushes. 

Marking  pots. 

Marline, 

Mats, 

Matches, 

Measures, 

Nails. 

Newspapers, 

Oil. 

Oil  cans,  * 

Palls, 

Platform  trucks. 

Reflectors, 

Rubber  hose, 

Saws, 

Scoops, 

Scrubbing  brushes. 

Shovels, 


Skids. 

Sledges, 

Soap, 

Spades, 

Sponges, 

Sprinkling  cans. 

Stools, 

Stove  blacking. 

Switch  chains  and  rop«8 

Switch  keys,  for  yardmeii 

Tacks, 

Tarpaulins, 

Ticket  stamps. 

Tongs, 

Torpedoes, 

Towels, 

Twine. 

Wagons, 

Warehouse  trucks* 

Wash  basins. 

Waste, 

Water  barrels. 

Water  bowls. 

Water  cans. 

Water  coolers. 

Water  pails. 

Wheelbarrows, 

Wrenches,  etc 


32.  Switching  Charges — Balance. — This  account  repre- 
sents the  net  balance  paid  to  other  companies  for  switching 
cars  or  locomotives. 

33.  Car  Per  Diem  and  Mileage — Balance. — This  account 
represents  the  net  balance  paid  to  other  companies,  firms,  or 
individuals  for  use  of  cars  interchanged  on  the  per  diem  or 
mileage  basis. 

34.  Hire  of  Equipment — Balance. — ^This  account  repre- 
sents the  net  balance  paid  for  use  of  equipment  other  than 
that  accounted  for  under  Account  No.  33»  "Car  Per  Diem  and 
Mileage — Balance." 

35.  Loss  AND  Damage. — This  account  includes  charges  for 
loss,  damage,  delays,  or  destruction  of  freight,  parcels,  express 
matter,  baggage,  and  other  property  intrusted  for  transporta- 
tion (including  live  stock  received  for  shipment),  and  all  ex- 
penses directly  incident  thereto;  cost  of  repacking  and  box- 
ing damaged  freight  and  baggage,  feed  for  delayed  stock  (ex- 
cept when  delayed  in  wrecks),  etc.;  wages  and  expenses  of 
employes  engaged  either  as  adjusters  or  otherwise,  and  pay- 
ments  for  the  detection  of  thieves;  charges  for  damages  to  or 
destruction  of  crops,  buildings,  lands,  fences,  vehicles,  or  any 
property  other  than  that  intrusted  for  transportation,  whether 
occasioned  by  fire,  collision,  overflow,  or  otherwise;  also  ex- 
penditures for  account  of  cattle  and  other  live  stock  killed  or 
injured  by  locomotives  or  trains  while  crossing  or  trespassing 
on  the  right  of  way,  removing  and  burying  the  same;  also 
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services  and  expenses  of  employes  or  others  while  engaged 
as  witnesses  in  case  of  suits. 

36.  Injuries  to  Pebsons. — ^This  account  includes  all 
charges  on  account  of  employes  or  other  persons  killed  or  in- 
jured, such  as  gratuities  and  compensation  paid  to  injured  or 
disabled  persons,  their  guardians,  heirs,  relatives,  and  attor- 
neys; salaries  and  expenses  of  chief  surgeons,  assistant  sur- 
geons, division  surgeons,  attendants,  etc.,  fees  and  expenses 
of  doctors,  coroners,  undertakers,  witnesses,  and  others  (ex- 
cept lawyers'  fees  and  court  expenses)  ;*  nursing  and  hospital 
attendance,  medical  and  surgical  supplies,  funeral  expenses, 
railroad  fares  when  sending  injured  persons  home  or  else- 
where, and  expenses  of  attendant  when  necessary;  payments 
made  for  ejectment  from  trains;  services,  and  expenses  of  em- 
ployes or  others  engaged  as  witnesses  or  otherwise  in  connec- 
tion with  the  adjustment  of  claims  coming  under  this  head. 

87.  Cleabino  Wrecks. — This  account  includes  all  expendi- 
tures for  account  of  clearing  wrecks,  cost  of  labor  and  ma- 
terial required  to  replace  wrecked  equipment  upon  the  track, 
and  the  attendant  expenses  of  wrecking  trains  and  wrecking 
tools  used  in  connection  therewith;  building  temporary  tracks 
around  wrecks,  amounts  paid  to  other  companies  for  detour- 
ing  trains  on  account  of  wrecks,  reloading  or  transferring 
freight,  baggage,  mail,  etc.,  provisions,  board,  etc.,  for  men 
clearing  up  or  watching  at  wrecks,  meals  or  board  for  passen- 
gers delayed  on  account  of  wrecks,  feed  for  stock  delayed  in 
wrecks,  and  other  analogous  expenses. 

38.  Operating  Marine  Equipment. — This  account  includes 
all  expenditures  for  account  of  the  operation  of  steamships, 
steamboats,  vessels,  ferryboats,  transfer  boats,  tugs,  barges, 
car  and  other  floats,  scows,  etc.  (excepting  boats  while  in  use 
on  construction  work),  such  as  fuel  and  supplies  therefor; 
wages  of  officers,  crews,  and  all  other  employes  rendering' 
service  on  marine  or  floating  equipment;  dockage  when  not 
loading  or  discharging  cargoes,  canal  lock  and  basin  dues, 
rental  of  boats,  labor  pumping  out  boats  laid  up,  cost  of  trans- 
ferring cargoes  in  case  of  accident,  steamboat  inspection,  li- 
cense, customs  dues,  health  inspection,  clearance  dues,  pay- 
ments for  towage,  lighterage,  etc.,  and  any  other  miscellan- 
eous expenses  of  a  similar  nature  not  properly  chargeable  to 
Account  No.  16,  "Repairs  and  Renewals  of  Marine  Equip- 
ment" 

The  following  is  a  list  of  the  principal  items  of  supplies 
chargeable  to  marine  or  floating  equipment,  viz.: 

Axes,  Commissary  supplies.       Grease, 

Bed  linen,  Cooking  utensils.  Handspikes  and  other 

Binnacle  lamps.  Flags,  tools, 

•  Note. — See  Account  No.  61,  "Law  Expenses/' 
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Ho8e» 
Ice, 

LAmps. 
Laundry, 

on. 

Planks. 
Provisions. 


Rags.  etc..  for  lighting  Tallow, 
and  lubricating  pur-  Trucks, 

poses,  Waste, 

Shovels,  Water, 

Stores,  Wool,  etc 

Tablecloths, 

Tableware. 


This  account  includes,  also,  all  expenses  for  account  of 
mtscellaneous  service,  supplies,  and  expenses  in  connection 
with  the  operation  of  wharves  and  docks,  such  as  wages  of 
port  captains,  port  stewards,  agents,  their  clerks  and  attend- 
ants, baggage  agents,  check  clerks,  porters,  coopers,  ware- 
housemen, laborers,  watchmen,  longshoremen,  roustabouts, 
and  other  labor  at  wharves  and  docks  engaged  in  handling 
freight,  operating  steam  or  other  power  for  handling  freight, 
etc. ;  payments  for  the  use  of  power  (not  furnished  by  the  com- 
pany) in  loading  and  discharging  cargoes,  and  all  expendi- 
tures incident  to  lighting  and  heating  in  connection  with  tlie 
operation  of  wharves  and  docks. 

The  following  is  a  list  of  the  principal  items  used  in  con- 
nection with  the  operation  of  wharves  and  docks,  viz.: 


Axes. 

Hose  couplings. 

Shovels, 

Block  and  tackle. 

Ice, 

Skids, 

Brooms. 

Ice  chests. 

Sledges, 

Brushes. 

Ice  tongs. 

Soap. 

Bultetin  boards. 

Lamps, 

Spades, 

Chalk, 

Sprinkling  can 

Clocks. 

Marlir.8, 

Stools, 

Coal  hods. 

Marking  brushes^ 

Tacks, 

Cold  chisels. 

Marking  pots. 

Tarpaulins, 

Cooper's  tools. 

Matches, 

Towels. 

Crowbars, 

Measures. 

Trucks, 

Electric    lights. 

Nails, 

Twine. 

Fire  apparatus. 

Oil. 

Waste, 

Fire  buckets, 

Water, 

Freight  hooks, 

Pails, 

Water  barrels. 

Gas. 

Ropes, 

Water  cans, 

Hammers, 

Salt. 

Water  coolers. 

Hatchets, 

Saws, 

Wheelbarrows, 

Hose, 

Scoops, 

etc 


39.  Advebtisino. — This  account  includes  salaries  and  ex- 
Xienses  of  traveling  passenger  and  other  advertising  agents, 
bill  posting,  etc.;  cost  of  printing  and  publishing  passenger 
time-tables  for  general  distribution,  printing  of  advertising 
matter,  advertising  in  newspapers  and  periodicals  (excepting 
notice  of  stockholders'  meetings,  election  of  directors,  pub- 
lishing reports  in  newspapers,  and  other  corporation  and  finan- 
cial notices  of  a  general  character),*  bulletin  boards,  cards, 
cases,  cords,  display  cases,  dodgers,  folders,  glasses,  hand- 
bills, maps,  pamphlets,  photographs,  posters,  racks,  and 
frames,  tacks,  views,  postage  and  express  charges  en  adver- 


•  Note. — See  Account  No.  63,  "Other  Expenses." 
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tising  matter;  also  premiums  and  dcmations  to  fairs  and 
stock  shows,  immigration  boards,  and  other  analogous  expen- 
ditures for  attracting  traffic. 

40.  Outbids  Aoengieb. — ^This  account  includes  all  expendi- 
tures for  account  of  salaries  and  expenses  of  agents  engaged 
€xclusiYely  in  the  procurement  of  competitive  business,  and 
employes  of  their  offices,  traveling  agents  and  solicitors,  when 
located  on  or  employed  ofT  the  line  of  the  road;  furniture,  sup- 
plies, stationery,  rents,  office  expenses,  including  rents  of  tele- 
phones and  telephone  tolls,  and  other  disbursements  of  a  sim- 
ilar nature,  on  account  of  such  agencies;  also  expenses  of  fast 
freight  lines,  traffic  associations,  and  other  analogous  items. 

41.  Ck)MMissioNS. — ^This  account  includes  all  payments  to 
agents  of  other  companies  and  outside  parties,  not  employes 
of  the  company,  in  the  form  of  commissions  for  services  ap- 
pertaining to  either  freight  or  passenger  business;  but  should 
not  include  coinmissions  paid  to  the  company's  own  agents  in 
lieu  of  salary,  such  being  chargeable  to  Account  No.  30,  "Sta- 
tion Service,"  or  Account  No.  40,  "Outside  Agencies,"  as  the 
case  may  be. 

42.  Stock  Yards  and  Elevatobs. — ^This  account  includes 
wages,  cost  of  supplies,  and  all  other  expenses  incurred  in  the 
operation  of  stock  yards  or  elevators,  except  stock  yards  and 
elevators  the  net  earnings  of  which  are  excluded  from  freight 
revenue.* 

43.  Rents  fob  Tracks,  Yards,  and  TteMiNALs. — ^This  ac- 
count includes  rents  paid  for  lease  of  tracks,  yards,  and  ter- 
minals. 

Tracks. — ^Under  "tracks"  are  included  all  payments  to  other 
lines  for  rent  or  use  of  their  tracks  for  running  trains,  whether 
by  a  fixed  charge  per  month  or  per  year,  proportion  of  interest 
on  valuation  and  expense  incurred  in  maintaining  such  track, 
or  on  a  train  mileage  basis  (not  including  temporary  use  of 
track,  such  as  trackage  paid  to  other  roads  in  case  of  wrecks, 
washouts,  snow  blockades,  defective  bridges,  etc.) 

Yards. — Under  "yards"  are  included  all  payments  for  use 
of  high  and  low  tracks,  delivery  tracks,  repair  tracks,  and 
other  side  tracks  at  points  other  than  terminals. 

Terminals. — Under  "terminals"  are  included  all  payments 
for  use  of  facilities  at  terminal  points,  including  main  tracks, 
side  tracks,  delivery  tracks,  repair  tracks,  freighthouse  facili- 
ties, and  proportion  of  payments  for  handling  freight,  union 
depot  facilities,  etc.,  at  terminal  points. 

44.  Rents  of  Buildings  and  Other  Property. — This  ac- 
count includes  all  payments  for  rent  of  buildings,  land,  and 


*  NoTB. — By  "Stock  Yards,"  as  used  In  this  account,  should  be 
understood  stock  yards  where  stock  Is  stored,  fed,  watered,  reshipped 
or  sold,  usually  at  Junction  or  terminal  points. 
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other  property  when  such  property  is  used  in  connection  with 
the  operations  of  the  road,  such  as  depot  grounds  and  build- 
ings, union  depots,  general  and  other  offices,  docks,  wharves, 
ferry  landings,  elevators,  stock  yards*  fuel  yards,  repair  shops, 
etc. 

45.  Stationery  and  Printing. — ^This  account  includes  all 
expenditures  for  stationery,  stationery  supplies,  and  printing, 
including  books,  blank  forms,  Amployes'  time-tables,  tariffs, 
tickets,  waybills,  and  other  analogous  items,  when  used  in 
connection  with  "Conducting  Transportation." 

The  following  is  a  list  of  the  more  important  items  charge- 
able to  the  several  accounts  of  "Stationery  and  Printing,"  viz.: 


Arm  rests. 

Blank  paper, 

Blank  tablets. 

Blank  cards. 

Binders. 

Blotters, 

Blotting  paper. 

Calendars, 

Callgraptas. 

Carbon   paper. 

Cards, 

Cardboard. 

Circulars, 

Classifications, 

Copy    (impression) 

books. 
Copying  brushes. 
Cyclostyles, 
Dating  stamps. 
Delivery  tickets. 
Electric  pens. 
Envelopes, 
Eyelets, 

Eyelet  punches. 
Erasers, 
Fuel  tickets. 
Hectographs, 
Indexes, 


Ink, 

Inkstands, 

Invoice  books. 

Legal -cap  paper. 

Letter  paper. 

Manifold  paper. 

Mimeographs. 

Mucilage, 

Mucilage  brushes. 

Neostyles, 

Notices, 

Numbering  stamps. 

Oil  paper, 

Orders, 

Paper, 

Paper  baskets. 

Paper  clips. 

Paper  cutters. 

Paper  fasteners. 

Paper  flies. 

Paper  weights. 

Papyrograpbs, 

Pencils, 

Pencil  erasers. 

Pens, 

Penholders. 

Penracks. 

Pins. 


Postage. 

Pounce. 

Printed  cards. 

Printed  tablets. 

Punches. 

Rubber  bands. 

Rubber  stamps, 

Rulers, 

Ruling  pens, 

Scrapbooks, 

Sealing  wax. 

Seals, 

Shears, 

Shipping  tags. 

Shorthand  books. 

Sponges, 

Sponge  cups. 

Stylographs. 

Tape, 

Telegraph  blanks. 

Tissue   (impression) 

paper. 
Train  order  blanks. 
Typewriters, 
Waste  baskets. 
Water  holders. 
Wrapping  paper,  etc. 


46.  Other  Expenses. — This  account  includes  incidental  ex- 
penditures only;  that  is  to  say,  such  expenditures  in  connec- 
tion with  ''Conducting  Transportation"  as  are  not  properly 
chargeable  to  any  of  the  foregoing  accounts. 


GENERAL  EXPENSES. 

47.  Salaries  of  General  Officers. — This  account  includes 
the  salaries  of  general  officers.  The  following  is  a  list  of  such 
officers:  Chairman  of  board,  president,  vice-presidents,  gen- 
eral counsel,  assistant  general  counsel  or  general  solicitor,  as- 
sistant general  solicitor,  secretary,  general  manager  and  as- 
sistant general  manager,  chief  engineer,  general  superintend- 
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ent  (when  in  full  charge  of  operations  of  the  road),  comptrol- 
ler, assistant  comptroller,  general  auditor,  auditors,  assistant 
Auditors,  freight  auditor,  passenger  auditor,  purchasing  agent, 
general  storekeeper,  stationer,  treasurer,  assistant  treasurer, 
local  treasurer,  and  land  commissioner. 

Receiver's  fees  also  are  included  in  this  account. 

48.  Salabies  of  Clebks  and  Attendants. — ^This  account 
includes  salaries  of  clerks,  attendants,  etc.,  of  the  officers  spe- 
cified under  Account  No.  47,  "Salaries  of  General  Officers/'  in- 
cluding paymasters,  cashiers,  tax  agents,  traveling  auditors 
and  local  storekeepers;  also  wages  of  porters,  cooks,  etc.,  for 
special  cars  while  in  use  by  general  officers  and  by  general 
office  employes,  etc. 

49.  General  Office  Expenses  and  Supplies. — This  ac- 
count includes  all  expenditures  for  account  of  heating  and 
lighting  the  offices  of  the  general  officers;  expenses  of  general 
officers,  their  clerks  and  attendants;  also  all  expenses  incident 
to  the  care  and  supply  of  the  general  offices,  including  ex- 
penses and  supplies  of  pay  car  and  special  cars  while  in  use 
by  general  officers  and  general  office  employes. 

60.  Insurance. — This  account  includes  all  expenditures 
for  account  of  premiums  for  insuring  property  of  the  company, 
and  property  which  is  intrusted  to  it;  alFO  for  insuring  pas- 
sengers and  others,  and  employes,  against  accident  or  death. 

61.  Law  Expenses. — This  account  includes  the  salary  and 
expenses  of  solicitors,  attorneys,  their  clerks  and  attendants, 
and  all  expenses  of  their  offices,  such  as  law  books,  printing 
briefs,  legal  forms,  testimony,  reports,  etc.;  also  fees  and  re- 
tainers paid  for  services  of  attorneys  who  are  not  regular  em- 
ployes of  the  company,  and  amounts  paid  to  arbitrators  for 
the  settlement  of  disputed  questions,  costs  of  suits,  special 
fees,  notarial  fees,  expenses  connected  with  taking  depositions, 
and  all  legal  and  court  expenses  of  every  kind  not  otherwise 
provided  for  herein,*  including  expenses  of  clerks,  sheriffs, 
constables,  or  other  court  officers,  as  taxed  by  the  court 
against  the  railroad  company. 

52.  Stationery  and  Printing  (General  Offices). — ^This 
account  includes  the  cost  of  printing  annual  reports,  blank 
books,  blank  forms,  contracts,  leases,  bonds,  stock  certificates, 
paper,  stationery,  stationery  supplies,  etc.,  used  only  in  gen- 
eral offices  and  not  chargeable  to  other  accounts. 

(A  list  of  the  more  important  articles  of  stationery  and  printing  will 
be  found  under  Account  No.  45,  "Stationery  and  Printing."] 

53.  Other  Expenses. — This  account  includes  incidental 
expenditures  only;  that  is  to  say,  such  expenditures  in  connec- 
tion with  "General  Expenses"  as  are  not  properly  chargeable 
to  any  of  the  foregoing  accounts;  also  cost  of  publishing  no- 

•  Note. — See  Account  No.  36,  "Injuries  to  Persons." 
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tices  of  stockholders'  meetings*  of  election  of  directors,  of  divi- 
dends, publishing  annual  reports  in  newspapers,  and  other  cor- 
poration and  financial  notices  of  a  general  character;  and  fees 
and  expenses  paid  to  directors,  etc. 


The  official  classification  of  operating  expenses  of  the  goT- 
ernment  of  the  United  States  and  of  the  several  state  govern- 
ments, given  in  detail  in  the  foregoing,  may  be  recapitulated 
in  brief  as  follows: 

I.  Maintenance  of  Way  and  Stbuctubes. 

1.  Repairs  of  Roadway.i 

2.  Renewals  of  Rails. 

3.  Renewals  of  Ties. 

4.  Repairs  and  Renewals  of  Bridges  and  Culverts. 

5.  Repairs  and  Renewals  of  Fences,  Road  Crossings,  Signs 

and  Cattle  Guards. 

6.  Repairs  and  Renewals  of  Buildings  and  Fixtures. 

7.  Repairs  and  Renewals  of  Docks  and  Wharves. 

8.  Repairs  and  Renewals  of  Telegraph. 

9.  Stationery  and  Printing. 

10.  Other  Expenses. 

II.  Maintenance  of  Equipment. 

11.  buperintendence. 

12.  Repairs  and  Renewals  of  Locomotives. 

13.  Repairs  and  Renewals  of  Passenger  Cars. 

14.  Repairs  and  Renewals  of  Freight  Cars. 

15.  Repairs  and  Renewals  of  Work  Cars. 

16.  Repairs  and  Renewals  of  Marine  Equipment 

17.  Repairs  and  Renewals  of  Shop  Machinery  and  Tools.' 

18.  Stationery  and  Printing. 

19.  Other  Expenses.' 

III.  Conducting  Transpobtatiow. 

20.  Superintendence.^ 


1.  Railroad  compaDles  may  for  their  own  use  subdlTide  this  aecou&t 
as  follows:  "Engineering  and  superintendence/'  "Track  maintenance," 
"Applying  track  material."  "Roadway  cleaning  and  policing,"  "Bal- 
last," "Track  Fastenings,"  "Track  tools,"  "Repairs  of  interlocking 
plants"  and  "Repairs  of  block  signals." 

2.  Railroad  companies  may  for  their  own  use  subdlyide  this  account 
as  follows:  "Repairs  of  shop  machinery  and  tools,"  "01l»  waste  and 
tallow  used  on  tools  and  machinery." 

3.  This  account  may  be  subdivided  as  follows:  "Heating  and 
lighting  shops,"  "Watchmen"  and  "Incidentals." 

4.  This  account  may  be  subdivided  between  "Superintendence- 
Transportation"  and  "Superintendence — Traffic.'* 
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21.  Engine  and  Roundhouse  Men.i 

22.  Fuel  for  Locomotives.z 

23.  Water  Supply  for  Locomotives. 

24.  Oil,  Tallow  and  Waste  for  Locomotives. 

25.  Other  Supplies  for  Locomotives. 

26.  Train  Service." 

27.  Train  Supplies  and  Expenses.^ 

28.  Switchmen,  Flagmen  and  Watchmen.6 

29.  Telegraph   Expenses.^ 

30.  Station  Service.T 

31.  Station  Supplies.8 

32.  Switching  Charges— Balance. 

33.  Car  Per  Diem  and  Mileage — Balance.* 

34.  Hire  of  Equipment 

35.  Loss  and  Damage,  lo 

36.  Injuries  to  Persons. 

37.  Clearing  Wrecks. 

38.  Operating  Marine  Equipment. 

39.  Advertising. 

40.  Outside  agencies.ii 

41.  Commissions. 

42.  Stock  Yards  and  Elevators. 

43.  Rents  for  Tracks,  Yards  and  Terminals. 

44.  Rentes  of  Buildings  and  Other  Property. 


1.  Railroad  companies  may  for  their  own  use  subdivide  this  account 
as  follows:  "Rood  engineers  and  firemen/'  "Yard  engineers  and  fire- 
men," "Wipers  and  dispatchers,"  "Other  roundhouse  laborers." 

2.  This  account  may  be  subdivided  as  follows:  "Fuel  for  road  loco- 
motives," "Fuel  for  yard  locomotives"  and  "Operation  of  fuel  stations." 

3.  Railroad  companies  may  for  their  own  use  subdivide  this  account 
as  follows:  "Passenger  conductors,"  "Passenger  baggagemen,"  "Pas- 
senger brakemen."   "Freight  conductors,"   "Freight  brakemen." 

4.  Railroad  companies  may  for  their  own  use  subdivide  this  account 
as  follows:  "Passenger  train  supplies,"  "Freight  train  supplies,"  "Oil, 
waste  and  tallow  used  on  passenger  cars,"  "Oil,  waste  and  tallow  used 
on  freight  cars." 

5.  Railroad  companies  may  for  their  own  use  subdivide  this  account 
as    follows:      "Switchmen,"    "Flagmen,"    "Watchmen." 

6.  This  account  may  be  subdivided  between  "Telegraph  expenses'' 
and  "Telephone  expenses." 

7.  Railroad  companies  may  for  their  own  use  subdivide  this  ac- 
count as  follows:  '*AgentB."  "Clerks  at  stations,"  "Laborers  at  «ta- 
tions." 

8.  This  account  may  be  subdivided  as  follows:  "Station  supplies,*' 
"Signal  supplies"  and  "Highway  crossing  supplies." 

9.  Railroad  companies  may  for  their  own  use  subdivide  this  account 
as  follows:  "Passens:er  car  per  diem  and  mileage— Balance,"  "Freight 
car  per  diem  and  mileage— Balance." 

10.  Railroad  companies  may  for  their  own  use  subdivide  this  account 
as  follows:  "Damage  and  loss  of  freight."  "Damage  and  loss  of  bag- 
gage," "Damage  to  property"  and  "Stock  killed  or  injured." 

11.  Railroad  companies  may  for  their  own  use  subdivide  this  account 
as  follows:  "Outside  agents,"  "Expenses  of  trafiic  associations." 
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45.  Stationery  and  Printing.^ 

46.  Other  Expenses. 

IV.    General  Expenses. 

47.  Salaries  of  General  Officers. 

48.  Salaries  of  Clerks  and  Attendants. 

49.  General  Office  Expenses  and  Supplies. 

50.  Insurance. 

51.  Law  Expenses. 

52.  Stationery  and  Printing  (General  Offices). 

53.  Other  Expenses. 


1.    This  account  may  be  subdivided  between  ''Stationery  and  printing 
-Transportation"  and  "Stationery  and  printing — Traffic." 


CHAPTER  XXXI. 

DIFFICULTY  OF  APPORTIONING  OPERATING  EXPENSES 
TO  PARTICULAR  PORTIONS  OF  A  LINE. 

A  classification  of  railway  expenses  about  which  there  shall 
be  no  question,  about  which  disputes  will  not  arise,  is  an  im- 
possibility. When  we  attempt  to  apportion  expenses  between 
particular  parts  of  a  road,  we  encounter  still  graver  questions, 
difficulties  at  once  inherent  and  insurmountable. 

The  suggestion  that  the  cost  of  operating  parts  of  a  road 
might  be  determined  separately  from  the  whole  road  had  its 
origin  in  the  practice  among  railway  companies  of  making 
an  approximate  division  of  this  kind,  for  the  purpose  of  ascer- 
taining, in  a  general  way,  the  relative  economy  exercised  by 
local  officers  in  reference  to  expenses  within  their  control.  But 
no  one  advised  of  the  situation  ever  attempted  a  separation  of 
this  kind  for  any  other  purpose,  or  indeed  for  such  purpose, 
unless  based  on  the  natural  divisions  of  a  property.  Compa- 
nies do  not  and  cannot  draw  imaginary  lines  across  their  roads 
and  apportion  expenses  within  such  lines  upon  an  equitable 
basis,  no  matter  what  the  object  of  the  division  may  be. 

Railways  in  the  attempt  to  make  a  division  of  their  ex- 
penses, apportion  to  particular  divisions  on  an  arbitrary  basis 
items  common  to  all,  after  ascertaining  that  which  is  actual. 
They  do  this,  as  already  stated,  to  ascertain  approximately  the 
relative  economy  exercised  by  officers  in  matters  which  they 
individually  control,  and  this  is  the  extent  to  which  railway 
companies  attempt  to  estimate  the  cost  of  operating  particular 
parts  of  their  properties. 

The  first  obstacle  that  confronts  us  in  attempting  a  divi- 
sion of  expenses  is  the  impossibility  of  apportioning  the 
cost  of  management  equitably  among  the  several  divisions  of 
a  road.  The  item  is  both  a  large  and  an  important  one,  cov- 
ering, as  it  does,  the  guardianship  of  the  property.  We  will 
take  the  stationery  and  other  supplies  used  at  headquarters  as 
an  illustration.  They  serve  no  valuable  purpose  in  themselves, 
have  no  earning  capacity  and  add  nothing  to  the  original  en- 
terprise. The  essence  of  value  in  a  railroad  is  its  transporta- 
tion facilities,  the  parts  that  earn  money,  its  trains,  traffic 
warehouses,  buildings,  tracks  and  employes  who  handle  its 
business.   All  other  expenses  are  accessory,  artificial;  contrib- 
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ute  nothing  to  the  essential  conditions  of  the  enterprise.  Tet 
they  must  he  considered.  General  office  expenses  cannot  be 
accurately  apportioned  among  the  divisions  of  a  road,  because 
the  benefit  conferred  is  too  vague,  too  indefinite,  too  fluctu- 
ating. 

In  all  attempts  to  determine  the  cost  of  operating  particu- 
lar divisions  of  a  road  (for  the  purpose  of  fixing  local  respon- 
sibility) expenses  of  a  general  character  beyond  the  control  of 
the  officers  are  apportioned  to  divisions  on  a  basis  common 
to  all.  Local  expenses  are  charged  where  they  belong.  Under 
these  two  methods,  partly  fictitious,  partly  actual,  the  respon- 
sibility of  local  officers  is  In  a  measure  determined. 

The  common  expenses  of  a  railroad  are  not  divisible.  As 
soon  might  we  attempt  to  determine  the  relative  amount  of 
nourishment  that  we  derive  in  the  economy  of  life  from  par- 
ticular kinds  of  food,  or  determine  the  comparative  amount  of 
wear  and  tear  that  our  bodies  sustain  from  various  classes  of 
labor,  as  to  attempt  to  determine  to  what  particular  division 
many  of  the  expenses  of  a  railroad  are  chargeable.  The 
sources  of  information  are  too  much  covered  up,  the  tracing 
of  cause  and  effect  too  remote,  the  results  too  subtle  to  enable 
us  to  determine  their  force  or  measure  their  effect 

Only  information  in  reference  to  the  expenses  of  a  railway 
property,  as  a  whole,  is  worthy  of  credit.  Any  attempted  sep- 
aration of  cost  as  between  divisions  can  only  be  approximately 
true  at  best,  and  to  furnish  it  to  the  public  is,  therefore,  to 
mislead,  and  in  so  far  as  this  is  the  case,  it  is  more  likely 
to  injure  than  benefit. 

The  cost  of  operating  a  particular  line  or  section  of  road 
Is  the  material,  labor  and  expense  disbursed.  The  most  in- 
genious and  patient  efforts  have  been  made  to  devise  a  system 
whereby  these  expenditures  might  be  correctly  apportioned, 
but  without  success. 

To  determine  the  cost  of  operating  particular  portions  of  a 
road  requires  Information  that  does  not  exist;  it  presupposes 
information  in  reference  to  things  that  are  in  their  nature  in- 
definite or  so  surrounded  with  qualifications  and  conditions  as 
to  preclude  the  obtaining  of  accurate  data.  In  order  to  ascer- 
tain the  cost  of  any  particular  thing  we  must  determine  the 
proportion  of  common  expenses  chargeable  to  it,  and  to  make 
the  allotment  accurate  we  must  apportion  these  expenses,  not 
upon  any  agreed  or  arbitrary  basis,  but  upon  the  basis  of  facts. 
To  each  particular  thing  about  which  we  wish  to  know  we 
must  assign  the  actual  outlay  incurred  on  Its  behalf.  This 
means  that  we  must  take  cognizance  of  the  expenditure  of 
time  in  connection  with  it  of  every  official;  must  follow  his 
thoughts  and  measure  their  cost  to  the  carrier.  His  expenses 
must  be  divided  with  equal  care.  We  must  follow  this  minute 
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espionage  Into  all  the  ramiflcations  of  the  service  wherever 
an  outlay  is  Incurred.  This  must  be  done  not  only  In  regard 
to  the  officials  of  a  company,  but  It  must  be  followed  out  with 
equal  conscientiousness  with  all  operatives  engaged  in  duties 
affecting  two  or  more  divisions. 

The  difficulties  of  the  situation  are  not  generally  known 
and  are  lightly  appreciated  in  the  majority  of  cases  by  seekers 
after  knowledge  of  this  character.  They  would  too  often  sup- 
ply lack  of  information  by  arbitrary  formulas.  These  substi- 
tutes are  more  or  less  absurd  according  to  the  intelligence 
of  the  compiler  and  the  amount  of  time  and  money  expended 
in  making  the  compilation.  They  never  possess  any  real 
value.  The  compiler,  as  he  progresses  in  his  labor,  discovers 
at  every  step  that  the  bulk  of  the  common  expenses  of  rail- 
roads must  be  apportioned  to  divisions  (if  apportioned  at  all) 
on  arbitrary  and,  therefore,  fictitious  grounds.  If  those  who 
use  such  information  know  how  It  was  compiled,  they  will  not 
attach  any  value  to  Its  conclusions.  They  know  that  material 
and  wages  are  oftentimes  charged  to  an  object,  on  the  basis 
that  the  gross  Income  of  such  object  bears  to  the  gros^i 
Income  of  some  other  object,  or  on  the  basis  that  its  physical 
proportion  bears  to  the  physical  proportion  of  something  else^ 
without  any  reference  to  the  real  merits  of  the  case. 

It  is  not  difficult  to  apportion  an  expense  where  it  belongs 
exclusively  to  some  particular  part  of  a  property,  but  the 
moment  that  it  becomes  common  between  two  or  more  divi- 
sions, that  moment  the  determination  of  the  relative  cost  be- 
longing to  each  becomes  impossible.  Money  expended  in  at- 
tempting such  divisions  of  cost  is  not  only  unworthily  be- 
stowed, but  is  a  menace  to  the  company  interested,  and  to  the 
community  as  well.  The  conclusions  reached  mislead,  and  for 
that  reason  are  no  more  to  be  encouraged  than  a  watchman  of 
a  railroad  should  be  encouraged  to  display  a  neutral  signal 
when  one  that  Indicated  danger  should  be  used  Instead.  To 
publish  such  matter  is  to  disseminate  fictitious  Information; 
to  commit  an  indiscretion  or  a  misdemeanor,  for  the  reason 
that  the  information  may,  at  any  time,  be  used  by  honest  men 
as  well  as  dishonest  ones  to  predicate  actions  that  may  greatly 
injure  those  It  affects.  Thus,  upon  information  not  in  any  re- 
spect reliable,  not  in  any  way  worthy  of  regard,  rates  may 
be  based  and  other  fundamental  acts  performed.  It  Is  this  par- 
ticular feature  of  the  case  that  renders  every  Intelligent  and 
experienced  railway  manager  loath  to  have  information  made 
public  that  Is  not  true  In  Its  conclusions;  so  simple,  so  frank, 
BO  manifest,  that  no  one  whether  honestly  inclined  or  other- 
wise, can  be  misled  or  make  Improper  use  of  it. 

No  one  can  be  more  sensible  than  those  filling  positions  of 
responsibility,  whether  under  a  government  or  otherwise,  that 
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matter  embodied  in  exhibits,  whether  as  information  or  other- 
wise, may  at  any  moment  be  made  the  basis  for  determining 
grave  responsibilities  or  forming  the  basis  of  accusations  alike 
unjust  and  unwarranted.  This  is  especially  and  markedly  so 
in  reference  to  everything  that  affects  the  interests  of  cor- 
porate properties  or  that  throws  light  upon  their  operations. 
A  table  professing  to  furnish  information  in  reference  to  the 
economic  working  of  a  railroad,  compiled  perhaps  to  satisfy 
the  reasonable  curiosity  of  an  official,  under  the  mistaken  be* 
lief  that  its  conclusions  were  fair,  might  be  made  the  means 
of  retarding  a  prospective  industry,  or  crippling  an  enterprise 
in  which  millions  of  capital  were  embarked.  It  is  this  aspect 
of  the  case  that  makes  the  owners  of  railways  hesitate  to  fur- 
nish information  not  absolutely  of  a  reliable  character. 

The  impossibility  of  apportioning  the  expense  of  maintain- 
ing equipment  and  machinery  (almost  twenty  per  cent.)   af- 
fords a  good  illustration  of  the  obstacles  that  beset  an  attempt 
to  divide  expenses  between  different  divisions  of  a  road.  There 
is  no  good  basis  for  apportioning  this  expense.  The  wear  and 
tear  of  equipment  and  machinery,  and  the  outlay  attending 
its  operation,  are  directly  and  in  a  marked  manner  dependent 
upon  the  use  made  of  it;  upon  the  character  of  the  road  over 
which  it  passes;  the  nature  of  the  track,  its  alignment,  grades, 
ballast,   ditches,   rails,   ties,  splices,   elevation,  the  speed   of 
trains,  the  weight  of  traffic,  climatic  changes,  and  finally  the 
intelligence,  faithfulness  and  experience  of  the  men  in  charge. 
These  are  the  factors  that  determine  cost,  and  they  never  exist 
in  the  same  ratio  upon  any  two  sections  of  a  road,  or  upon 
any  two  roads.    Consequently  it  needs  no  illustration  or  subtle 
argument  to  demonstrate  that  to  divide  the  cost  of  maintain- 
ing equipment  operated  indiscriminately  over  two  or  more 
sections  of  a  road  upon  the  basis  of  its  carrying  capacity,  the 
number  of  miles  run,  the  mileage  of  the  road  itself,  or  other 
arbitrary  basis,  is  only  to  delude  ourselves.   The  cost  of  wear 
and  tear  must  be  charged,  to  make  the  statement  of  value,  to 
divisions,  not  upon  a  hypothetical  basis,  but  according  to  ac- 
tual damage  sustained.    But  as  the  track  upon  no  two  divi- 
sions is  relatively  the  same,  nor  kept  up  to  the  same  standard, 
nor  subject  to  the  same  conditions,  it  necessarily  follows  that 
the  wear  and  tear  of  equipment  is  always  different. 

But  for  the  unimportant  uses  railroad  companies  make  of 
the  so-called  divisions  of  expense  it  is  the  general  practice  to 
divide  the  cost  of  maintaining  equipment  upon  the  basis  of 
miles  run.  But  such  a  division,  however  plausible,  is  delusive. 
Under  its  operation,  sections  or  divisions  of  a  line  that  are 
operated  at  a  loss  from  year  to  year  might  show  a  net  profit 
and  properties  utterly  worthless  be  made  to  rank  in  product- 
iveness with  those  really  valuable. 
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About  twelve  per  cent  of  the  expenses  of  railways  Is  for 
fuel  for  locomotives.  The  price  of  this  at  point  of  delivery 
to  the  company  varies;  the  haul  to  point  of  distribution  by 
the  company  also  varies.  The  units  of  heating  power  also 
vary.  It  results  from  this — the  fuel  being  used  in  common— 
that  it  is  impossible  to  determine  the  cost  on  the  different  divi- 
sions  of  a  property.  Moreover  where  locomotives  run  over  two 
or  more  divisions  it  is  impossible,  in  accounting,  to  determine 
how  much  coal  is  consumed  on  each;  for  the  consumption  is 
not  equal  because  of  difference  in  the  physical  character  of  the 
road  and  rate  of  speed,  haul,  etc. 

What  has  been  said  in  regard  to  the  impossibility  of  divid- 
ing the  cost  of  maintenance  of  equipment,  cost  of  fuel,  etc., 
applies  also  to  expenditures  for  advertising,  foreign  agents, 
and  similar  contingencies,  comprising  perhaps  five  per  cent,  of 
the  expenses.  It  is  impossible,  in  the  majority  of  instances,  to 
apportion  these  expenses  to  particular  lines.  They  are  general 
in  one  sense,  and  yet  do  not  affect  different  parts  of  the  prop- 
erty alike. 

It  would  perhaps  satisfy  the  statistician's  purpose  to  appor- 
tion these  disbursements  arbitrarily  over  the  whole  property 
on  the  basis  of  earnings  or  relative  expenses,  yet  such  a  divi- 
sion would  be  fallacious,  because  the  value  of  a  property  and 
its  responsibilities  are  not  determinable  by  what  we  may  say 
it  earns  or  expends,  but  by  what  it  does  actually  earn  or  ex- 
pend. We  must  be  careful  not  to  clothe  railroad  enterprises 
with  attributes  they  do  not  possess.  While  it  may  be  con- 
venient for  us  to  say  that  we  will  apportion  the  cost  of  adver- 
tising or  stationery  on  the  basis  of  earnings  or  expenses,  yet 
as  a  matter  of  fact  we  have  no  right  to  apportion  such  out- 
lay, except  upon  the  basis  of  actual  outlay;  or  if  we  do  appor- 
tion them  otherwise,  it  should  be  done  with  a  full  knowledge 
of  the  error  committed. 

Continuing  the  inquiry  in  reference  to  a  separation  of  ex- 
penses between  the  divisions  of  a  road,  upon  what  basis 
should  the  wear  and  tear  of  cars  used  on  other  lines  be  appor- 
tioned? How  are  we  to  determine  the  extent  of  this  wear  and 
tear?  Again,  how  shall  we  apportion  the  use  of  other  com- 
panies' cars?  On  the  basis  of  the  traffic  earnings  of  each 
car,  undoubtedly.  But  this  method  of  division  is  imprac- 
ticable because  of  the  great  cost  of  ascertaining  such  earnings. 
Innumerable  cases  of  a  similar  nature  might  be  cited. 

A  large  portion  of  the  telegraph  expenses  (amounting  to 
some  two  per  cent,  of  the  gross  expenses)  are  of  a  general 
nature.  A  separation  of  them  can  never  be  more  than  ap- 
proximately correct,  for  the  reason  that  the  machinery  of  this 
department  involves  every  division.  Any  apportionment  of 
cost  of  operating,  to  be  worthy  of  regard,  must  take  cogni- 
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zance,  from  hour  to  hour,  of  the  actual  outlay  of  time  and 
material,  of  each  unit  of  expense.  This  is  manifestly  not 
practicable. 

This  is  equally  true  in  regard  to  the  wages  of  employes 
at  Junctions  of  different  divisions;  of  the  trainmen  who  run 
over  two  or  more  divisions,  and  the  expense  of  such  trains  as 
well.  It  does  not  require  any  extended  inquiry  to  satisfy  the 
inquirer  that  these  expenses  cannot  be  apportioned  accurately 
to  the  division  to  which  they  belong.  Ninety  per  cent  of  the 
time  of  these  employes  will  perhaps  be  occupied  in  connection 
with  traffic  that  does  not  net  as  much  to  the  company  as  busi- 
ness discharged  upon  another  division  during  the  remainder 
of  their  time.  The  earnings  (derived  from  their  labor)  would 
afford  a  safe  basis  for  apportioning  the  expense,  but  this  labor 
is  so  Interwoven  that  its  accurate  separation  is  impossible 
without  Infinite  labor  and  outlay. 

What  is  said  of  employes  at  junctions  applies  also  to  the 
material  consumed  at  these  points  and  upon  lines  operated 
in  common  by  two  or  more  divisions.  It  is  true  of  trainmen 
running  over  two  or  more  sections  of  a  road;  the  number  ot 
miles  they  run  can  never  be  the  real  basis  of  their  wages. 
They  are  paid  for  the  work  they  perform  and  the  number  of 
hours  they  are  occupied,  but  the  primary  purpose  of  their 
employment  is  their  ability  to  earn  money  for  their  employer, 
and  this  is  the  true  basis  for  determining  the  apportionment 
of  cost  to  the  different  divisions  of  a  road  over  which  they 
run.  It  cannot  be  done  truly  on  the  basis  of  aggregate  earn- 
ings. The  particular  earning  in  which  they  appear  as  factors 
Is  the  true  basis.  Thus  the  expenses  of  trainmen  operating 
over  two  or  more  divisions  should  be  charged  to  such  divi- 
sions on  the  basis  that  the  earnings  of  the  train  on  each 
division  bear  to  the  earnings  of  the  whole  train.  In  order  to 
apportion  expenses  of  this  nature,  much  of  the  clerical  work 
must  be  performed  at  the  time  and  on  the  ground,  and  no 
matter  how  painstaking  and  exhaustive  it  may  be,  the  result 
will  only  approximate  correctness. 

Apportionment  of  many  common  expenditures  must  be 
upon  the  basis  of  the  purpose  they  serve  from  the  standpoint 
of  earnings.  Manifestly  this  Is  not  to  be  ascertained  except 
after  the  most  intelligent  and  far-reaching  inquiry.  And  while 
it  may  be  determinable  in  some  instances,  it  cannot  be  in 
others.  To  attempt  to  decide  it  out  of  hand  or  on  the  basis 
of  something  thought  to  be  generally  near  the  mark,  is  to  beg 
the  question,  is  to  deceive  ourselves  and  mislead  those  who 
make  use  of  the  data  under  the  mistaken  belief  that  it  affords 
a  correct  basis. 

Considerable  sums  of  money  that  every  corporation  pays 
annually  for  losses  and  damages  connected  with  traffic  can- 
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not  be  accurately  apportioned.  The  carrier  knows  that  the 
property  came  into  his  possession,  and  that  when  delivered 
it  was  in  bad  order,  or  that  it  was  not  delivered  at  all.  He 
knows  he  is  responsible  for  the  damage  or  loss,  but  is  unable 
to  say  where  the  damage  or  loss  occurred.  In  attempting  to 
apportion  the  disbursements,  he  must  fix  it  arbitrarily  upon 
some  division,  or  divide  it  among  several  divisions  upon  a 
basis  that  he  thinks  fair.  This  disposition  of  the  case  is  all 
right  if  he  seeks  simply  to  find  a  hole  in  which  to  hide  the 
expense.  But  to  say  seriously  that  a  particular  piece  of  prop- 
erty may  be  burdened  with  such  an  outlay  merely  to  satisfy 
the  necessities  of  accounts,  is  to  attach  an  exaggerated  impor- 
tance to  a  thing  of  no  consequence  in  itself;  to  create  ficti- 
tious values  or  responsibility;  to  do  business  upon  a  false 
basis;  to  make  bookkeeping  superior  to  events. 

Another  feature  of  railway  operation  which  precludes  the 
possibility  of  determining  the  cost  of  operating  particular 
divisions  of  a  road  is  the  transportation  of  a  company's  ma- 
terial. Divisions  located  near  the  sources  of  supply  must  haul 
large  quantities  of  fuel,  rails,  ties,  etc.,  for  use  in  the  opera- 
tion of  divisions  not  so  situated.  The  expense  of  hauling  such 
supplies  should  of  course  be  charged  to  the  division  which 
uses  them,  but  it  is  obviously  impossible  to  determine  the 
cost  of  this  service,  since  such  material  is  handled  in  com* 
mon  with  commercial  freight — ordinarily  in  the  same  trains. 
The  expense  of  the  service  would  not  be  the  same  on  different 
parts  of  the  road,  nor  on  the  same  line  at  different  times. 
To  determine  the  cost  of  hauling  the  company's  material 
would  necessarily  require  that  the  proportion  of  each  item  of 
the  operating  expenses  entering  into  the  cost  of  the  service 
should  be  definitely  known — a  manifest  impossibility.'  The 
expense  of  maintaining  the  track  and  equipment,  for  example, 
is  too  little  affected  by  the  traffic  handled  to  be  accurately 
ascertained  per  unit  of  service  rendered — per  ton  per  mile.  If 
the  hauling  of  a  company's  material  were  Jiot  a  large  item  in 
itself,  an  average  rate  might  be  determined  (based  on  the  re- 
sults for  a  comparatively  long  period  of  time),  which  would 
approximately  represent  the  cost  of  this  service;*  but  on 
most  roads  this  class  of  freight  constitutes  a  large  proportion 
of  the  total  tonnage  moved — about  twelve  and  one-half  per 
cent.  It  is  therefore  one  of  the  most  important  of  the  many 
insurmountable  obstacles  in  the  way  of  an  accurate  apportion- 
ment of  the  operating  expenses  of  a  railroad  between  the  vari- 
ous branches  and  divisions  thereof. 

What  is  here  stated  is  a  very  imperfect  exposition  of  the 


*  Such  a  method  as  suggested  above  Is  treated  of  more  particularly 
in  the  chapter  in  this  volume  on  "TranRporting  company's  material  and 
employes,   and   accounting  therefor." 
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subject,  and  It  is  possible  that,  in  the  evolutiona  of  railvaj 
science,  means  may  be  found  for  OTercoming  some  of  the  ob> 
stacles  pointed  out,  but  until  such  period  all  statements  pro- 
fessing to  exhibit  the  cost  of  working  particular  portions  of  a 
property  operated  in  common  with  other  portions  are  delu- 
sive.* 

So  much  may  be  said  in  reference  to  the  attempt  to  appor- 
tion expenses  between  several  divisions  of  a  road.  I  do  no£ 
attempt  to  exhaust  the  subject  A  division  may  be  made  that 
will  be  of  value  to  a  company,  as  already  explained,  for  pur- 
poses of  determining  the  relative  economy  exercised  by  local 
officers  in  matters  coming  wholly  within  their  control.  I  have 
attempted  to  outline  such  a  division  below.  It  has  no  other 
purpose.  The  object  sought  is  entirely  dlfterent  from  one  hav- 
ing actual  division  of  cost  In  view.  In  the  former  instance  U 
serves  as  a  help  in  fixing  responsibility  for  outlays;  in  the 
latter,  it  may  mislead  as  to  the  value  of  a  property. 

Many  expenses  may  be  charged  with  absolute  accuracy 
to  a  particular  line  or  division.  The  work  of  the  accountant, 
in  such  cases,  is  easy.  In  those  cases  where  the  disbursement 
is  not  apportionable  upon  an  entirely  equitable  basis  (because 
of  the  variableness  of  the  service  or  the  peculiar  circum- 
stances that  attend  the  case),  we  must  determine  in  advance, 
for  each  particular  kind  of  expense,  what  basis  will  be  used 
in  dividing  whenever  it  becomes  necessary  to  make  such  a 
division. 

In  order  to  arrive  at  the  Information  we  seek  and  fix  the 
responsibility  sought,  all  expenditures  that  particular  man- 
agers are  not  responsible  for  must  be  charged  to  divisions  on 
a  common  basis.  This  will  place  managers  on  an  equal  foot- 
ing. 

In  the  accompanying  rules  it  is  designed  that  the  store- 
keepers, road  accountants  and  others  shall  open  an  account 
with  each  division  for  each  class  of  expense  incurred  on  its 
behalf.  When  the  amount  chargeable  to  a  division  is  known, 
it  is  to  be  charged  under  its  appropriate  head,  thus:  "Re- 
newals of  rails— Central  division."  When  it  is  not  known,  the 
charge  will  be  apportioned  at  headquarters.  In  such  cases  the 
entry  made  on  the  distribution  book  by  the  storekeeper  or 
accountant  would  be  "Renewals  of  rails— Common"  or  "Re- 
newals of  rails— Central  and  Eastern  divisions,"  or  such  ex- 
planation made  as  may  be  necessary  to  enable  the  accounting 
officer  to  understand  the  matter. 

With  these  explanations  I  proceed  to  point  out,  in  detail, 
how  each  expense  account  may  be  apportioned  to  the  dllFerent 


*  For  partial    list  of  expense  accounts  that  embrace  more  or  less 
Items  that  are  common  lo  all  divisions  of  a  road,  see  Appendix  B. 
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divisions,  or  should  be  entered  in  the  distribution  book  for 
division  afterward  at  headquarters  by  the  proper  officials. 
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Repairs  of  Roadway. 

Renewals  of  Rails. 

Renewals  of  Ties. 

Repairs  and  Renewals  of  Bridgjcs  and  Culverts. 

Repairs  and  Renewals  of  Fences^  Road  Crossings,  Signs  and 

Caitle  Guards. 

Expenditures  provided  for  under  the  foregoing  accounts 
should  be  charged  in  the  distribution  books  to  the  accounting 
division  upon  which  the  expense  is  Incurred. 

The  expense  of  maintaining  facilities  used  in  common  by 
two  or  more  accounting  divisions  should  be  apportioned  in  the 
distribution  books  between  the  accounting  divisions  benefited, 
according  to  the  use  made  of  such  facilities  by  each — such 
proportion  to  be  determined  in  each  case  by  the  superintend- 
ents of  the  divisions  affected,  subject  to  the  approval  of  the 
general  accounting  'officer. 

All  charges  to  any  of  the  above  accounts  which  represent 
the  salaries  and  office  expenses  (Including  clerk  hire)  of  offi- 
cials whose  jurisdiction  extends  over  more  than  one  account* 
Ing  division,  should  be  apportioned  In  the  distribution  books 
between  the  accounting  divisions  benefited,  as  nearly  as  pos- 
sible in  the  same  proportion  that  the  time  of  such  officials 
is  given  to  the  affairs  of  each  division— the  proportion  to  be 
determined  monthly  by  the  officials  concerned,  according  to 
the  circumstances  in  each  case,  subject  to  the  approval  of  the 
superintendents  of  the  divisions  affected. 

Traveling  expenses  should  be  charged  to  the  particular  ac- 
counting divisions  on  account  of  which  the  expenses  are  in- 
curred. When  incurred  in  common  for  all  divisions  over 
which  the  official's  jurisdiction  extends,  they  should  be  ap- 
portioned on  the  same  basis  as  that  prescribed  for  the  appor- 
tionment of  his  salary. 

Any  expenses  chargeable  to  the  foregoing  accounts  which 
are  common  to  all  divisions  of  the  road  should  be  reported 
as  "Common  to  Whole  Road."  Such  charges  should  be  appor- 
tioned between  the  several  accounting  divisions  by  the  gen- 
eral accounting  officer,  on  the  basis  of  the  relative  gross  train 
ton-mileage  on  each  division  during  the  last  preceding  twelve 
months.* 


*  Gross  train  ton-mileage  is  the  number  of  tons  hauled  one  mile-* 
including  the  tonnage  of  locomotives,  tenders,  cars  and  contents. 
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Repairs  and  Renewals  of  Buildings  and  Fixtures. 

The  cost  of  repairing  buildings  which  are  used  excluslTely 
in  the  operation  of  a  particular  accounting  division  should  be 
charged  In  the  distribution  books  to  such  division. 

The  expense  of  maintaining  the  buildings  at  terminal  and 
junction  points  which  are  used  in  common  by  two  or  more 
accounting  divisions,  such  as  engine  houses,  fuel  and  water 
stations,  etc.,  should  be  apportioned  in  the  distribution  books 
between  the  accounting  divisions  benefited,  according  to  the 
use  made  of  such  facilities  by  each — such  proportion  to  be 
determined  in  each  case  by  the  superintendents  of  the  divi- 
sions affected,  subject  to  the  approval  of  the  general  account- 
ing oflacer. 

Repairs  of  buildings  used  in  common  by  the  whole  road, 
such  as  general  office  buildings,  locomotive  and  car  shops. 
storehouses,  tie  treating  plants,  etc.,  should  be  reported  as 
"Common  to  Whole  Road."  Charges  of  this  nature  should  be 
apportioned  between  the  several  accounting  divisions  by  the 
general  accounting  officer,  on  the  basis  of  the  relative  gross 
train  ton-mileage  on  each  division  during  the  last  preceding 
twelve  months. 

Charges  to  this  account  for  salaries  and  expenses  of  offi- 
cials whose  Jurisdiction  extends  over  more  than  one  account- 
ing division  should  be  apportioned  as  directed  under  the  ac- 
count "Repairs  of  Roadway." 


Repairs  and  Renewals  op  Docks  and  Wharves. 

Charges  to  this  account  should  be  handled  in  the  same 
manner  as  prescribed  for  "Repairs  of  Roadway." 


Repairs  and  Renewals  op  Telegraph. 

Expense  of  this  nature  should  be  charged  in  the  distri- 
bution books  to  the  accounting  division  upon  which  the  ex- 
pense is  incurred. 

Charges  for  maintaining  the  facilities  at  common  points^ 
as  at  the  Junction  of  two  or  more  accounting  divisions,  should 
be  apportioned  in  the  distribution  books  between  the  Divisions 
benefited,  according  to  the  use  made  of  such  facilities  by  each 
— ^such  proportion  to  be  determined  in  each  case  by  the  super- 
intendent of  telegraph,  subject  to  the  approval  of  the  general 
accounting  officer. 

Expenses  common  to  all  divisions  should  be  reported  as 
"Common  to  Who*e  Road."  Such  charges  should  be  appor- 
tioned between  the  several  accounting  divisions  by  the  gen- 
eral accounting  officer,  on  the  basis  of  the  relative  telegraph 
wire  mileage  on  each  division. 
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Stationery  and  Pbintinq. 
Other  Expenses. 

Bzpenses  provided  for  under  the  above  accounts  which  are 
Incurred  exclusively  in  connection  with  the  operation  of  a 
particular  accounting  division  should  be  charged  in  the  distri- 
bution books  to  such  division. 

Every  item  of  expense  chargeable  to  the  above  accounts 
-which  is  common  to  two  or  more  accounting  divisions,  but  not 
common  to  all,  should  be  apportioned  in  the  distribution  books 
between  the  accounting  divisions  concerned — the  basis  of  ap- 
portionment (unless  otherwise  provided)  to  be  determined 
according  to  the  circumstances  in  each  case  by  the  superin- 
tendents of  the  divisions  affected. 

Expenses  common  to  all  divisions  should  be  reported  as 
"'Common  to  Whole  Road."  Such  charges  should  be  appor- 
tioned between  the  several  accounting  divisions  by  the  gen- 
eral accounting  officer,  on  the  basis  of  the  relative  gross  train 
ton-mileage  on  each  division  during  the  last  preceding  twelve 
months. 
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Superintendence. 

All  charges  to  this  account  should  be  reported  as  "(3om- 
mon  to  Whole  Road."  Such  charges  should  be  apportioned 
between  the  several  accounting  divisions  by  the  general  ac- 
counting officer,  on  the  basis  of  the  relative  charges  to  each 
division  for  repairs  of  locomotives,  cars,  ferry  boats,  etc.,  dur- 
ing the  current  month. 


Repairs  and  Renewals  of  Locomotives. 

Repairs  of  locomotives  are  divided  into  four  classes,  viz.: 
(1)  "Running  repairs,"  amounting  to,  say,  less  than  175.00  at 
one  time  in  shop;  (2)  "Light  repairs,"  covering  expenditures 
of  176.00  to  1250.00  at  one  time  in  shop;  (3)  "Heavy  Repairs," 
$260.00  to  1750.00;  and  (4)  "General  repairs,"  1750.00  and  over. 

An  accurate  account  should  be  Icept  in  the  distribution 
books  with  each  locomotive,  to  which  should  be  charged  all 
expenditures  made  in  keeping  such  engine  in  repair.  Charges 
In  the  distribution  books  should  specify  the  nature  of  the  re- 
pairs made  in  each  instance,  and  in  case  a  locomotive  receives 
repairs  of  more  than  one  class  in  the  same  month,  a  separate 
account  should  be  opened  for  each  In  the  distribution  books. 
A  separate  recapitulation  should  be  made  for  each  class  of 
repairs,  showing  the  amount  charged  for  such  repairs  to  each 
engine. 

Repairs  of  the  first  named  class  should  be  apportioned  be- 
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tween  accounting  divisions  on  the  basis  of  the  mileage  made 
by  the  individual  engine  on  each  division  during  the  current 
month.  Repairs  of  the  other  three  classes  should  be  appor- 
tioned on  the  basis  of  the  mileage  made  by  the  Individual 
engine  since  last  receiving  repairs  of  the  same  or  a  heavier 
class. 

The  cost  of  extraordinary  locomotive  repairs  necessitated 
by  accidents  should  be  charged  to  the  accounting  division  re- 
sponsible therefor — ^the  responsibility  to  be  determined  by  the 
superintendents  of  the  divisions  affected,  or,  in  case  of  dis- 
agreement, by  their  superior  officer. 

Charges  to  this  account  for  expenses  which  are  not  charge- 
able to  particular  locomotives,  as  cost  of  repairing  snow- 
plows,  extra  tanks,  etc.,  should  be  apportioned  between  the 
several  accounting  divisions,  on  the  basis  of  the  relative  loco- 
motive mileage  on  each  division  during  the  last  preceding 
twelve  months. 

The  cost  of  new  locomotives  purchased  for  renewals  should 
be  apportioned  between  the  various  accounting  divisions  on 
the  basis  of  the  mileage  made  on  each  division  by  the  loco- 
motives they  replace. 


Repairs  and  Renewals  of  Passenger  Cars. 
Repairs  and  Renewals  of  Freight  Cars. 

The  cost  of  extraordinary  repairs  to  cars  necessitated  by 
accidents  should  be  charged  in  the  distribution  books  to  the 
accounting  division  responsible  for  same — the  responsibility 
to  be  determined  by  the  superintendents  of  the  divisions  af- 
fected, or,  in  case  of  disagreement,  by  their  superior  officer. 

All  charges  to  the  above  accounts,  except  those  provided 
for  in  the  foregoing  paragraph,  should  be  reported  as  "Com- 
mon to  Whole  Road,"  and  the  apportionment  between  ac- 
counting divisions  should  be  made  by  the  general  accounting 
officer  on  the  basis  of  the  relative  passenger  car  mileage  and 
relative  freight  car  mileage,  respectively,  on  each  accounting 
division  during  the  last  preceding  twelve  months. 


Repairs  and  Renewals  of  Work  Cars. 

The  cost  of  repairing  damage  to  work  cars  caused  by 
wrecks,  etc.,  should  be  charged  in  the  distribution  books  to 
the  accounting  division  responsible  for  the  accident — the  re- 
sponsibility in  each  case  to  be  determined  by  the  superintend- 
ents of  the  divisions  affected,  or,  in  case  of  disagreement,  by 
their  superior  officer. 

Ordinary  repairs  of  cars  of  this  class  should  be  charged 
in  the  distribution  books  to  the  accounting  division  upon 
which  the  cars  are  being  used. 
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The  cost  of  heavy  and  general  repairs  of  work  cars,  also 
new  cars  purchased  for  renewals,  should  be  reported  as  "Com- 
mon to  Whole  Road."  Such  charges  should  be  apportioned 
between  accounting  divisions  by  the  general  accounting  offi- 
cer, on  the  basis  of  the  relative  gross  train  ton-mileage  on 
each  accounting  division  during  the  last  preceding  twelve 
months. 


Repairs  Am>  Renewals  of  Marine  Equipment. 

Expenses  of  this  nature  should  be  charged  in  the  distribu- 
tion books  to  the  accounting  division  for  which  such  equip- 
ment is  operated.  If  operated  in  common  for  two  or  more  ac- 
counting divisions  the  expense  should  be  apportioned  between 
such  divisions  on  a  percentage  basis  to  be  determined,  accord- 
ing to  the  particular  circumstances  in  each  case,  by  the  super- 
intendents of  the  divisions  affected,  subject  to  the  approval 
of  the  general  accounting  officer. 


Repairs  and  Renewals  of  Shop  Machinery  and  Tools. 
Stationery  and  Printing. 
Other  Expenses. 

All  charges  to  the  above  accounts  should  be  reported  as 
"Common  to  Whole  Road."  Such  charges  should  be  appor- 
tioned between  the  several  accounting  divisions  by  the  gen- 
eral accounting  officer,  on  the  basis  of  the  relative  charges  to 
each  division  for  repairs  of  locomotives,  cars,  ferry  boats,  etc.; 
in  the  case  of  "Repairs  and  Renewals  of  Shop  Machinery  and 
Tools"  the  charges  for  the  last  twelve  months  should  be  used 
as  the  basis;  and  in  the  case  of  the  other  accounts  above  the 
charges  for  the  month  in  which  the  expense  to  be  apportioned 
Is  incurred. 


CONDUCTING  TRANSPORTATION. 

Superintendence. 

All  expenses  of  this  nature  which  are  wholly  on  account 
of  a  particular  accounting  division  should  be  charged  in  the 
distribution  books  to  such  division. 

The  salaries  and  office  expenses  of  officials  and  employes 
whose  services  are  rendered  in  common  for  two  or  more  ac- 
counting divisions,  but  not  common  to  all,  should  be  appor- 
tioned in  the  distribution  books  between  the  accounting  divi- 
sions benefited,  as  nearly  as  possible  in  the  same  proportion 
that  the  time  of  such  officials  and  employes  is  given  to  the 
affairs  of  each  division — the  proportion  to  be  determined  ac- 
cording to  the  circumstances  in  each  case  by  the  superintend- 
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ent8  of  the  divisions  aftected,  subject  to  the  approval  of  the 
general  accounting  officer. 

Traveling  expenses  should  be  charged  to  the  accounting 
division  on  account  of  which  the  expense  is  incurred.  Such 
expenses  incurred  by  an  official  in  common  for  all  the  divi- 
sions over  which  his  jurisdiction  extends  should  be  appor- 
tioned on  the  same  basis  as  that  prescribed  for  the  appor- 
tionment of  his  salary. 

Expenses  which  are  common  to  all  divisions  of  the  road 
should  be  reported  as  "Common  to  Whole  Road."  Such  charges 
should  be  apportioned  between  the  several  accounting  divi- 
sions by  the  general  accounting  officer,  on  the  basis  of  the 
relative  gross  train  ton-mileage  on  each  division  during  the 
current  month. 


Engine  and  Roundhouse  Men. 

The  time  of  engineers  and  firemen  in  road  service  should 
be  charged  in  the  distribution  books  to  the  accounting  divi- 
sions over  which  they  run.  When  a  trip  extends  over  more 
than  one  accounting  division,  the  time  for  such  trip  should 
be  apportioned  between  the  several  divisions  according  to 
the  number  miles  run  on  each. 

The  wages  of  engineers  and  firemen  engaged  in  yard 
switching  service  should  be  charged  in  the  distribution  books 
to  the  accounting  division  for  which  the  service  is  performed. 
At  points  where  such  service  is  performed  in  common  for 
two  or  more  accounting  divisions,  the  expense  should  be  ap- 
portioned between  such  divisions  on  a  percentage  basis— the 
proportions  to  be  determined,  according  to  the  particular  cir- 
cumstances in  each  case,  by  the  superintendents  of  the  divi- 
sions affected,  subject  to  the  approval  of  the  general  account- 
ing officer. 

Roundhouse  expenses  incurred  wholly  on  account  of  a  par- 
ticular accounting  division  should  be  charged  in  the  distri- 
bution books  to  such  division. 

At  engine-houses  where  the  facilities  are  provided  and 
services  rendered  in  common  Sot  two  or  more  accounting  di- 
visions, such  common  expenses  should  be  divided  in  the  dis- 
tribution books  between  the  accounting  divisions  benefited; 
the  cost  of  wiping  engines  on  the  basis  of  the  number  of  en- 
gines wiped  for  each  accounting  division;  the  cost  of  washing 
out  locomotive  boilers  on  the  basis  of  the  number  of  engines 
washed  out  for  each  accounting  division;  and  the  wages  of 
locomotive  dispatchers  and  all  other  roundhouse  employes 
provided  for  under  the  above  account  on  the  basis  of  the  num- 
ber of  engine  arrivals  account  of  each  division. 

Roundhouse  expenses  incurred  on  account  of  engines  run- 
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nlng  in  common  over  two  or  more  accounting  divisions  should 
be  apportioned  in  the  distribution  books  between  the  divisions 
affected,  according  to  the  number  of  miles  run  by  such  en- 
gines over  each. 


Fuel  for  Locomotives. 

Fuel  delivered  to  locomotives  in  road  service  should  be 
charged  to  the  accounting  division  on  which  such  engines  are 
employed.  If  running  in  common  over  more  than  one  ac- 
counting division,  the  quantity  should  be  apportioned  between 
such  accounting  divisions  on  the  basis  of  the  number  of  miles 
run  over  each. 

Fuel  used  by  locomotives  in  switching  service  should  be 
charged  to  the  accounting  division  for  or  on  account  of  which 
the  service  is  performed.  At  points  Where  such  service  is  per- 
formed in  common  for  two  or  more  accounting  divisions,  the 
cost  of  the  fuel  should  be  divided  between  such  divisions  on 
the  same  basis  as  prescribed  elsewhere  herein  for  the  appor- 
tionment of  the  wages  of  enginemen  in  such  switching  service. 

The  cost  of  handling  fuel  at  each  coaling  station,  including 
labor,  supplies  furnished,  etc.,  also  the  surplus  or  deficit  aris- 
ing in  the  operation  of  such  coaling  station,  should  be  divided 
proportionately  between  the  accounting  divisions  to  which 
fuel  was  delivered  at  such  station,  according  to  the  number 
of  tons  delivered  account  of  each. 


Wateb  Supply  for  Locomotives. 

All  expenses  of  this  nature  which  are  wholly  on  account 
of  one  accounting  division  should  be  charged  in  the  distribu- 
tion books  to  such  division. 

At  those  points  where  water  is  supplied  to  locomotives  for 
use  on  more  than  one  accounting  division,  the  expense  should 
be  divided  in  the  distribution  books  between  such  divisions 
on  a  percentage  basis,  to  be  determined,  according  to  the  par- 
ticular circumstances  in  each  case,  by  the  superintendents  of 
the  divisions  affected,  subject  to  the  approval  of  the  general 
accounting  officer. 

Oil,  Tallow  and  Waste  for  Locomotives. 
Other  Supplies  for  Locomotives. 

Expenses  provided  for  under  these  accounts  should  be  re- 
ported as  "Common  to  Whole  Road."  Such  charges  should  be 
apportioned  between  the  several  accounting  divisions  by  the 
general  accounting  officer,  on  the  basis  of  the  relative  locomo- 
tive mileage  on  each  division  during  the  current  month. 


378  SAFEGUARDINQ  EXPENDITURES. 

Tbain  Seevice. 

The  time  of  trainmen  should  be  charged  in  the  distribntion 
books  to  the  accounting  divisions  over  which  they^  run.  When 
a  trip  extends  over  more  than  one  accounting  division,  the 
time  for  such  trip  should  be  apportioned  between  the  several 
divisions  according  to  the  number  of  miles  run  on  each. 


Train  Supplies  and  Expenses. 

The  cost  of  provisions  and  supplies  for  snowbound  trains 
or  trains  delayed  by  washouts,  and  similar  expenses  which 
belong  wholly  to  a  particular  accounting  division;  also  the 
cost  of  heating  trains  at  stations  should  be  charged  in  the  dis- 
tribution books  to  the  accounting  division  on  account  of 
which  the  expense  is  incurred. 

All  other  charges  to  this  account  should  be  reported  as 
"Common  to  Whole  Road."  Such  charges  should  be  appor- 
tioned between  the  several  accounting  divisions  by  the  gen- 
eral accounting  officer,  on  the  basis  of  the  relative  car  mile- 
age (passenger  or  freight,  as  the  case  may  be)  on  each  ac- 
counting division  during  the  current  month. 

The  expenses  of  dining  and  buffet  cars,  etc.,  which  are 
operated  wholly  aver  &  particular  accounting  division  should 
be  charged  in  the  distribution  books  to  such  division.  When 
they  are  operated  in  common  over  two  or  more  accounting 
divisions  the  expenses  on  account  of  same  should  be  divided 
in  the  distribution  books  between  the  divisions  concerned — 
the  basis  of  apportionment  to  be  determined  by  the  officer  in 
charge  of  such  service,  subject  to  the  approval  of  the  general 
accounting  officer. 


Switchmen,  Flagmen  and  Watchmen. 

All  expenses  provided  for  under  this  account  which  are 
incurred  in  connection  with  the  operation  of  a  particular 
accounting  division  should  be  charged  in  the  distribution 
books  to  such  division. 

At  junction  points  where  facilities  are  provided  and  serv- 
ices rendered  in  common  for  two  or  more  accounting  divisions, 
all  such  common  expenses  should  be  divided  In  the  distribu- 
tion books  on  a  percentage  basis  between  the  accounting  divi- 
sions benefited — the  proportions  to  be  determined,  according 
to  the  particular  circumstances  in  each  case,  by  the  superin- 
tendents of  the  divisions  affected,  subject  to  the  approval  of 
the  general  accounting  officer. 
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Telegraph  Expenses. 

Expenses  of  this  nature  at  stations  should  be  charged  to 
the  accounting  divisions  benefited,  in  the  same  manner  as 
prescribed  elsewhere  herein  for  other  station  expenses.  (See 
rules  under  "Switchmen,  Flagmen  and  Watchmen.") 

Charges  to  the  above  account  for  expenses  at  division 
offices,  incurred  in  common  for  two  or  more  accounting  divi- 
sions, but  not  common  to  all,  should  be  divided  in  the  distri- 
bution books  between  the  divisions  benefited,  according  to  the 
relative  services  rendered  for  account  of  each  of  such  account- 
ing divisions — the  proportions  to  be  determined,  according  to 
the  particular  circumstances  in  each  case,  by  the  superin- 
tendents of  the  divisions  affected,  subject  to  the  approval  of 
the  general  accounting  officer. 

Expenses  which  are  common  to  all  the  divisions  of  the 
road  should  be  reported  as  "Common  to  Whole  Road."  Such 
charges  should  be  apportioned  between  the  several  accounting 
divisions  by  the  general  accounting  officer,  on  the  basis  of  the 
relative  train  mileage  on  each  division  during  the  current 
month. 


Station  Service. 

Station  Supplies. 

Switching  Charges — Balance. 

All  expenses  provided  for  under  the  above  accounts  should 
be  treated  as  directed  under  the  account  "Switchmen,  Flag- 
men and  Watchmen." 


Car  Per  Diem  and  Mileage — Balance. 

Payments  for  the  use  of  sleeping  cars  should  be  charged  to 
the  various  accounting  divisions  on  the  basis  of  the  relative 
sleeping  car  mileage  on  each  division  during  the  period  for 
which  the  payment  is  made. 

Payments  and  receipts  on  account  of  through  passenger 
car  arrangements  with  other  roads  should  be  charged  or 
credited  to  the  accounting  divisions  over  which  such  trains 
are  operated,  according  to  the  relative  mileage  made  by  such 
cars  over  each  division. 

Miscellaneous  payments  for  use  of  passenger  cars  should 
be  charged  to  the  accounting  division  on  account  of  which  the 
expense  is  incurred.  When  common  to  two  or  more  account- 
ing divisions,  but  not  common  to  all,  the  expense  should  be 
divided  between  the  accounting  divisions  affected,  on  the  basis 
of  the  mileage  made  by  such  equipment  over  each  division. 

Receipts  and  payments  for  use  of  passenger  cars,  which  are 
common  to  the  road  as  a  whole  (i.  e.,  that  cannot  be  desig- 
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nated  for  particular  accounting  diviBions)  should  be  reported 
as  "Common  to  Whole  Road."  Such  amounts  should  be  appor- 
tioned between  the  several  accounting  divisions  by  the  general 
accounting  officer  on  tue  basis  of  the  relative  passenger  car 
mileage  on  each  division  during  the  current  month. 

Payments  and  receipts  for  use  of  freight  cars  should  be 
reported  as  "Common  to  Whole  Road,"  and  the  net  charge 
or  credit  should  be  apportioned  between  the  several  account- 
ing divisions  by  the  general  accounting  officer,  on  the  basis  of 
the  relative  freight  car  mileage  on  each  division  during  the 
current  month. 


Hire  of  Equipment — Balance. 

Charges  or  credits  for  the  use  of  switching  locomotives  at 
points  where  the  service  Is  performed  in  common  for  two  or 
more  companies,  should  be  charged  or  credited  in  the  distri- 
bution books  to  the  accounting  division  for  or  by  which  the 
service  is  performed. 

When  such  charges  or  credits  are  common  to  two  or  more 
accounting  divisions  the  amounts  should  be  divided  in  the  dis- 
tribution books  between  the  divisions  affected,  on  the  same 
basis  as  prescribed  elsewhere  herein  for  the  apportionment  of 
the  other  items  incident  to  such  service.  (See  rules  given 
under  the  account  "Switchmen,  Flagmen  and  Watchmen.") 

Other  charges  or  credits  to  this  account  which  are  on  ac- 
count of  a  particular  accounting  division,  should  be  charged 
or  credited  in  the  distribution  books  to  such  division. 
Amounts  which  are  common  to  all  divisions  (I.  e.,  that  cannot 
be  designated  for  particular  accounting  divisions)  should  be 
reported  as  "Common  to  Whole  Road,"  and  should  be  appor- 
tioned between  the  several  accounting  divisions  by  the  general 
accounting  officer,  on  the  basis  of  the  relative  mileage  made 
by  same  class  of  equipment  on  each  accounting  division  dur- 
ing the  current  month. 


Loss  AND  Damage. 

Expenses  of  this  nature  should  be  charged  to  the  account- 
ing division  responsible  for  same.  In  the  case  of  property 
entrusted  to  a  company  for  transportation,  when  the  respon- 
sibility for  the  loss  or  damage  cannot  be  definitely  located  the 
charge  should  be  apportioned  on  a  road  mileage  basis  to  the 
various  accounting  divisions  over  which  the  particular  ship- 
ment was  carried.  If  the  expense  Is  common  to  the  road  as  a 
whole,  the  amount  should  be  apportioned  between  the  several 
accounting  divisions  by  the  general  accounting  officer:  in  the 
case  of  freight,  on  the  basis  of  the  relative  number  of  tons  of 
revenue  freight  carried  one  mile  on  each  accounting  division 
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during  the  current  month;  and  in  the  case  of  baggage,  on  the 
basis  of  the  relative  number  of  passengers  carried  one  mile  on 
each  accounting  division  during  the  current  month. 

Expenses  provided  for  under  this  heading  which  are  on 
account  of  damage  to  property  other  than  that  entrusted  to  a 
company  for  transportation  should  be  treated  as  directed 
under  the  account  "Injuries  to  Persons." 


Injuries  to  Persons. 
Clearing  Wrecks. 

Expenses  of  this  nature  should  be  charged  to  the  account- 
ing division  responsible  for  same — such  responsibility  to  be 
determined  by  the  superintendents  of  the  divisions  affected, 
or,  in  case  of  disagreement,  by  their  superior  officer.  If  com- 
mon to  two  or  more  accounting  divisions,  but'  not  common  to 
all,  the  expense  should  be  divided  between  such  divisions  on 
a  basis  to  be  determined  (unless  otherwise  provided)  by  the 
officer  under  whose  authority  the  payment  or  charge  is  made. 

Any  charges  provided  for  under  the  above  accounts  which 
are  common  to  the  road  as  a  whole  should  be  reported  as 
"Common  to  Whole  Road."  Such  amounts  should  be  appor- 
tioned between  the  several  accounting  divisions  by  the  general 
accounting  officer,  on  the  basis  of  the  relative  train  mileage 
on  each  division  during  the  current  month. 


Operating  Marine  Equipment. 

Expenses  of  this  nature  should  be  charged  in  the  distribu- 
tion books  to  the  accounting  division  for  which  the  service  is 
performed.  If  common  to  more  than  one  accounting  division, 
the  expense  should  be  apportioned  in  the  distribution  books 
between  such  divisions  on  a  percentage  basis — the  proportions 
to  be  determined,  according  to  the  particular  circumstances  in 
each  case,  by  the  superintendents  of  the  divisions  affected, 
subject  to  the  approval  of  the  general  accounting  officer. 


Advertising. 
Outside  Agencies. 
Commissions. 

All  items  of  expense  included  in  the  above  accounts  which 
are  wholly  chargeable  to  a  particular  accounting  division 
should  be  charged  in  the  distribution  books  to  such  division. 

If  common  to  two  or  more  accounting  divisions,  but  not 
common  to  all,  the  expense  should  be  fairly  divided  in  the  dis- 
tribution books  between  the  accounting  divisions  affected, 
according  to  the  services  rendered  for  account  of  each  division 
— such  proportions  to  be  determined,  according  to  the  particu- 
lar circumstances  in  each  case,  by  the  official  under  whose 
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authority  the  expense  is  incurred,  subject  to  the  approval  of 
the  general  accounting  officer. 

All  expenses  provided  for  under  this  heading  which  are 
common  to  the  road  as  a  whole  should  be  reported  as  '*Com- 
mon  to  Whole  Road."  Such  charges  should  be  apportioned 
between  the  several  accounting  divisions  by  the  general  ac- 
counting officer,  as  follows:  if  incurred  in  connection  with 
freight  service,  the  apportionment  should  be  made  on  the  basis 
of  the  relative  Freight  Earnings  of  each  division  during  the 
current  month;  if  a  passenger  expense,  on  the  relative  Pas- 
senger Earnings;  and  if  common  to  freight  and  passenger 
service,  on  the  relative  Freight  and  Passenger  Earnings  of 
each  division  during  the  current  month. 


Stocktaeds  and  Elevators. 

Expenses   of   this   nature   should   be   treated   as   directed 
under  the  account  "Switchmen,  Flagmen  and  Watchmen.'* 


Rents  fob  Tracks,  Yards  and  Terminals. 
Rents  of  Buildings  and  Other  Property. 

Payments  for  rent  of  buildings  and  other  property  included 
under  these  accounts  should  be  charged  in  the  distribution 
books  to  the  accounting  division  using  such  facilities.  If  used 
jointly  by  two  or  more  divisions  the  rental  should  be  appor- 
tioned in  the  distribution  books  between  such  divisions  ac- 
cording to  the  use  made  of  the  facilities  by  each  division — 
the  proportions  to  be  determined,  according  to  the  particular 
circumstances  in  each  case,  by  the  superintendents  of  the  divi- 
sions affected,  subject  to  the  approval  of  the  general  account- 
ing officer. 

Expenses  of  this  nature  which  are  common  to  all  divisions 
of  the  road  should  be  reported  as  "Common  to  Whole  Road." 
Such  amounts  should  be  apportioned  between  the  several  ac- 
counting divisions  by  the  general  accounting  officer,  on  the 
basis  of  the  relative  gross  train  ton-mileage  on  each  division 
during  the  last  preceding  twelve  months. 


Stationery  and  Printing. 

All  supplies  of  this  nature  which  are  furnished  for  use  on 
a  certain  accounting  division  should  be  charged  in  the  distri- 
bution books  to  such  division. 

The  cost  of  supplies  used  at  stations  where  the  facilities  are 
shared  In  common  by  two  or  more  accounting  divisions  should 
be  divided  in  the  distribution  books  between  such  divisions  on 
the  same  basis  as  prescribed  hereinbefore  for  the  apportion- 
ment of  the  other  expenses  at  such  common  points. 
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Supplies  used  In  division  offices  should  be  charged  to  the 
accounting  divisions  on  account  of  which  the  supplies  are 
used.  If  common  to  two  or  more  accounting  divisions,  but 
not  common  to  all,  the  apportionment  should  be  made  on  the 
same  basis  as  used  for  the  apportionment  of  the  salaries  and 
office  expenses  of  division  officials.  (See  rules  given  under 
"Superintendence" — Conducting  Transportation.) 

Expenses  provided  for  under  the  above  account  which  are 
common  to  all  divisions  of  the  road  should  be  reported  as 
^'Common  to  Whole  Road."  Such  charges  should  be  appor- 
tioned between  the  various  accounting  divisions  by  the  general 
accounting  officer,  on  the  basis  of  the  relative  gross  train  ton- 
mileage  on  each  division  during  the  current  month. 

Other  Expenses. 

Expenses  of  this  nature  pertaining  wholly  to  a  particular 
accounting  division  should  be  charged  in  the  distribution  books 
to  such  division. 

The  basis  of  apportionment  for  those  expenses  whicn  are 
common  to  more  than  one  accounting  division  should  be 
determined,  according  to  the  circumstances  in  each  case,  by 
the  general  accounting  officer. 


GENERAL  EXPENSES. 

Salaries  of  General  Officers 
Salaries  of  Clerks  and  Attendants. 
General  Office  Expenses  and  Supplies. 

All  expenses  chargeable  to  the  above  accounts  should  be 
reported  as  "Common  to  Whole  Road."  Such  amounts  should 
be  apportioned  between  the  several  accounting  divisions  by 
the  general  accounting  officer,  on  the  basis  of  the  relative 
gross  train  ton-mileage  on  each  division  during  the  current 
month. 


Insurance. 

Amounts  paid  for  insurance  on  buildings  should  be  charged 
to  the  accounting  divisions  upon  which  they  are  located.  When 
such  buildings  are  used  in  common  by  two  or  more  accounting 
divisions  the  expense  should  be  divided  in  the  distribution 
books  between  the  divisions  concerned,  according  to  the  use 
made  of  such  facilities  by  each — ^the  basis  of  apportionment  to 
be  determined  by  the  superintendents  of  the  divisions  affected, 
subject  to  the  approval  of  the  general  accounting  officer. 

The  expense  of  insuring  property  for  the  use  of  the  road  as 
a  whole,  such  as  general  offices,  shops,  etc.,  should  be  reported 
as  "Common  to  Whole  Road."  Such  charges  should  be  appor- 
tioned between  the  several  accounting  divisions  by  the  general 
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accounting:  officer,  on  the  basis  of  the  relative  gross  train  ton- 
mileage  on  each  division  during  the  last  preceding  twelve 
months. 

The  expense  of  insuring  freight  or  passengers  in  course  of 
transportation  should  be  charged  to  the  accounting  division 
over  which  they  are  moved.  If  moved  over  more  than  one 
division  the  expense  should  be  divided  in  the  distribution 
books  between  the  divisions  concerned,  according  to  the  mile- 
age carried  on  each.  If  not  definitely  chargeable  to  particular 
divisions,  the  amount  should  be  reported  as  "Common  to 
Whole  Road,"  and  the  apportionment  between  accounting  divi- 
sions should  be  made  by  the  general  accounting  officer,  as 
directed  in  the  preceding  paragraph. 


Law  Expenses. 

All  expenses  provided  for  under  this  account  which  are 
occasioned  by  or  consequent  upon  the  operation  of  a  particu- 
lar accounting  division  should  be  charged  in  the  distribution 
books  to  such  division.  When  common  to  two  or  more  ac- 
counting divisions,  but  not  common  to  all,  the  basis  of  appor- 
tionment (unless  otherwise  provided)  should  be  determined 
by  the  officer  under  whose  authority  the  expense  is  incurred. 

All  expenses  chargeable  to  the  above  account  which  are 
common  to  the  road  as  a  whole  should  be  reported  as  "Com- 
mon to  Whole  Road."  Such  charges  will  be  apportioned 
between  the  several  accounting  divisions  by  the  general  ac- 
counting officer,  on  the  basis  of  the  relative  gross  train  ton- 
mileage  on  each  division  during  the  last  preceding  twelve 
months. 


Stationery  and  Printing  (General  Offices). 

Charges  of  this  nature  should  be  treated  as  directed  for 
"General  Office  Expenses  and  Supplies." 


Other  Expenses. 

Such  expenditures  embraced  under  this  heading  as  are  in- 
curred wholly  on  account  of  a  particular  accounting  division 
should  be  charged  in  the  distribution  books  to  such  division. 
When  common  to  two  or  more  accounting  divisions,  but  not 
common  to  all,  the  basis  of  apportionment  should  be  deter- 
mined, according  to  the  circumstances  in  each  case,  by  the 
official  under  whose  authority  the  expense  is  Incurred. 

All  expenses  chargeable  to  the  above  account  which  are 
common  to  the  road  as  a  whole  should  be  reported  as  "Com- 
mon to  Whole  Road."  Such  charges  should  be  apportioned 
between  the  several  accounting  divisions  by  the  general  ac- 
counting officer,  on  the  basis  of  the  relative  gross  train  ton- 
mileage  on  each  division  during  the  current  month. 


CHAPTER  XXXIL 

RULES    GOVERNING   THE   APPORTIONMENT    OF    OPER- 

ATING    EXPENSES    BETWEEN    FREIGHT 

AND    PASSENGER. 

Although  an  accurate  division  of  operating  expenses  as 
between  freight  and  passenger  service  cannot  be  made,  yet 
many  companies  for  their  own  use  keep  an  approximate 
account  of  their  expenditures  in  connection  with  each  class 
of  service,  apportioning  on  certain  bases  those  expenses  which 
are  not  clearly  chargeable  to  either. 

Whenever  any  facilities  are  used  or  services  rendered  in 
common  for  two  or  more  different  purposes,  an  absolute  divi- 
sion of  the  cost  on  account  of  each  is  impossible.  For  this 
reason  statistics  purporting  to  show  the  comparative  cost  of 
handling  freight  business  or  passenger  business  should  not  be 
taken   seriously   they   are  only   approximations,   guesses.* 

With  this  reservation  the  accompanying  rules  for  the  ap- 
portionment of  operating  expenses  between  freight  and  pas- 
senger are  given. 

In  the  division  of  operating  expenses  as  between  "Freight" 
and  "Passenger,"  these  classes  of  service  are  definable  as  fol- 
lows: 

Freight  eervice  includes  the  operation  of  trains  carrying 
revenue  or  non-revenue  freight,  and  empty  cars  for  the  trans- 
portation of  freight;  also  all  incidental  expenses  incurred  in 
connection  with  the  handling  of  freight  business  at  stations 
and  elsewhere. 

Passenger  service  includes  the  operation  of  all  trains  carry- 
ing passengers,  baggage,  mail,  and  express,  and  all  expenses 
incident  to  the  handling  of  such  trafiic  at  stations  and  else- 
where. 

Milk  trains  should  be  classed  as  freight  or  passenger,  ac- 
cording to  the  disposition  made  in  the  accounts  of  the  earnings 
derived  from  such  trains. 

Every  item  of  expense  in  connection  with  the  operation  of 
mixed  trains  (i.  e.,  trains  made  up  of  both  freight  cars  and 
passenger  cars— each  car  being  devoted  wholly  or  principally 

*  This  subject  is  treated  of  more  particularly  in  the  volume  of  the 
"Science  of  Railways"  series  relating  to  general  accounts.  Therein 
the  author  presents  in  detail  the  many  obstacles  preventing  the  division 
of  expenses  as  between  the  different  classes  of  serrice. 
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to  the  transportation  of  either  freight  or  passensers),  which 
pertains  exclnsiyely  to  freight  business  or  exclusively  to  pas- 
senger business,  should  be  charged  to  "Freight"  or  "Passen- 
ger," as  the  case  may  be.  Expenses  in  connection  with  the 
operation  of  such  trains  which  are  common  to  both  classes  of 
serrice,  as  engine  expenses  and  wages  of  trainmen,  for  ex- 
ample, should  be  divided  between  "Freight"  and  "Passenger," 
on  the  basis  of  the  relative  freight  and  passenger  net  train 
ton-mileage  of  such  trains.* 

The  following  rules  may  be  used  in  apportioning  operating 
expenses  between  "Freight"  and  "Passenger": 

MAINTENANCE  OP  WAY  AND  STRUCTURES. 

Repairs  of  Roadway. 

Renewals  of  Rails. 

RE^'EWALS  OF  Ties. 

Repairs  and  Renewals  of  Bbidqes  and  Culverts. 

Repairs  and  Renewals  of  Fences,  Road  Crossings,  Signs  and 

Cattle  Guards. 
Repairs  and  Renewals  of  Buildings  and  Fixtures. 
Repairs  and  Renewals  of  Docks  ^Tnd  Wharves. 

In  dividing  between  "PYeight"  and  "Passenger"  charges 
relating  to  the  above  accounts,  every  item  pertaining  exclu- 
sively to  freight  business  or  exclusively  to  passenger  business 
should  be  charged  to  "Freight"  or  "Passenger,"  as  the  case 
may  be. 

Every  item  which  cannot  be  considered  as  exclusively 
chargeable  to  either  class  of  service  should  be  reported  as 
"Common  to  Freight  and  Passenger."  All  such  charges,  unless 
otherwise  provided,  should  be  apportioned  between  "Freight" 
and  "Passenger"  by  the  general  accounting  officer,  on  the  basis 
of  the  relative  freight  and  passenger  gross  train  ton-mileage 
en  each  accounting  division  during  the  last  preceding  twelve 
months.t 

For  example,  the  cost  of  maintaining  freight  depots  should 
be  charged  to  "Freight";  passenger  depots  to  "Passenger"; 
and  buildings  used  jointly  in  handling  both  kinds  of  traffic  to 
"Common  to  Freight  and  Passenger."  However,  in  the  last 
named  class  of  buildings,  those  items  of  furniture  and  other 


•  Net  train  ton-mileage  is  the  number  of  tons  hanled  one  mfle — 
including  the  tonnage  of  cars  and  contents,  but  excluding  tonnage  of 
locomotives  and  tenders. 

'       t  Gross  train  ton-milage  Is  the  number  of  tons  hauled  one  mile — 
including  the   tonnage  of  locomotives  and  tenders,  cars  and  contents. 
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facilities  for  the  accommodation  of  passengers,  also  the  cost 
of  implements,  etc.,  used  in  the  handling  of  mail,  express,  and 
other  business  in  connection  with  passenger  service,  as  defined 
hereinbefore,  should  be  charged  to  "Passenger";  and,  likewise, 
special  provisions  for  the  handling  of  freight  business  should 
be  charged  to  "Freight" — each  item  of  expense  being  charged 
as  the  facts  in  that  particular  case  warrant,  and  only  those 
items  which  are  really  common  to  both  classes  of  service  being 
reported  as  "Common  to  Freight  and  Passenger." 

The  maintenance  of  yard  tracks,  spurs  to  industrial  estab- 
lishments, etc.  (including  structures  in  connection  therewith), 
which  are  used  wholly  in  the  handling  of  freight  traf&c  should 
be  charged  to  "Freight";  correspondingly,  those  tracks  used 
wholly  in  handling  passenger  equipment  should  be  charged  to 
"Passenger."  Sidings  used  to  facilitate  the  passing  of  freight 
and  passenger  trains  will  be  considered  as  "Common  to  Freight 
and  Passenger." 


Repaibs  and  Renewals  of  Telegraph. 
Stationery  and  Printing. 

Charges  against  the  above  accounts  should  be  reported  as 
"Common  to  Freight  and  Passenger."  Such  charges  should  be 
apportioned  between  "Freight"  and  "Passenger"  by  the  gen- 
eral accounting  officer,  on  the  basis  of  the  relative  freight  and 
passenger  gross  train  ton-mileage  on  each  accounting  division 
during  the  last  preceding  twelve  months. 


Other  Expenses. 

Expenses  provided  for  under  the  above  account  should  be 
handled  in  accordance  with  the  rules  given  under  "Repairs  of 
Roadway." 


MAINTENANCE  OF  EQUIPMENT. 

Superintendence. 

All  charges  to  this  account  should  be  reported  as  "Com- 
mon to  Freight  and  Passenger."  Such  charges  should  be 
apportioned  between  "Freight"  and  "Passenger"  by  the  gen- 
eral accounting  officer,  on  the  basis  of  the  relative  charges  to 
each  class  of  service  for  repairs  of  locomotives,  cars,  marine 
equipment,  etc.,  during  the  current  month. 


RxPAiRS  AND  Renewals  of  Locomotives. 

Ordinary  "running"  repairs  of  each  locomotive  (amounting 
ing  to,  say,  less  than  175.00  at  one  time  in  shop)  should  bo 
divided  in  the  distribution  books  between  the  different  classes 
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of  service,  on  the  basis  of  the  relative  mileage  made  by  such 
engine  in  each  class  of  service  during  the  current  month. 

The  cost  of  shop  repairs  of  each  locomotive  (amounting 
to  $75.00  or  more  at  one  time  in  shop)  should  be  divided  in  the 
distribution  books  between  the  different  classes  of  service,  on 
the  basis  of  the  relative  mileage  made  by  such  engine  in  each 
class  of  service  since  it  last  received  repairs  of  the  same  or 
heavier  class. 

Repairs  of  locomotives  in  mixed  train  service  should  be 
divided  between  '^Freight"  and  "Passenger,"  on  the  basis  of 
the  relative  freight  and  passenger  net  train  ton>mileage  of 
such  trains  during  the  last  preceding  twelve  months. 

The  cost  of  repairing  locomotives  in  work  train  service 
(such  amount  to  be  determined  by  the  proportionate  mileage 
made  in  such  service)  should  be  reported  as  "Common  to 
Freight  and  Passenger,"  and  the  apportionment  between 
"Freight"  and  "Passenger"  should  be  made  by  the  general  ac- 
counting officer,  on  the  basis  of  the  relative  gross  train  ton- 
mileage  in  each  class  of  service  on  each  accounting  division 
during  the  last  preceding  twelve  months.  (When  such  work 
train  service  is  chargeable  to  "Construction,"  as  in  the  build- 
ing of  new  lines,  extensions,  etc.,  the  cost  of  repairing  the 
equipment  so  used  should  not  be  charged  to  Operating  Ex- 
penses, but  is  properly  chargeable  to  the  work  upon  which  the 
work  trains  are  employed.) 

Charges  to  "Repairs  of  Locomotives — General  Account"  (i. 
e.,  expenses  not  chargeable  to  particular  locomotives,  as  cost 
of  repairing  snowplows,  extra  tanks,  etc.)  should  be  reported 
as  "Common  to  Freight  and  Passenger."  The  apportionment 
of  such  charges  between  "Freight"  and  "Passenger"  should 
be  made  by  the  general  accounting  officer,  on  the  basis  of  tne 
relative  freight  and  passenger  locomotive  mileage  on  each 
accounting  division  during  the  last  preceding  twelve  months. 

The  cost  of  new  locomotives  purchased  for  renewals  should 
be  charged  to  "Freight"  or  "Passenger,"  or  jointly,  according 
to  the  service  rendered  by  the  locomotives  they  replace. 

Repairs  and  Renewals  of  Passenger  Cabs. 
Repairs  and  Renewals  of  Freight  Cars. 
Actual. 


Repairs  and  Renewals  of  Work  Cars. 

The  expense  of  repairing  work  cars  should  be  reported  as 
"Common  to  Freight  and  Passenger,"  and  the  apportionment 
between  "Freight"  and  "Passenger"  should  be  made  by  the 
general  accounting  officer,  on  the  basis  of  the  relative  freight 
and  passenger  gross  train  ton-mileage  on  each  accounting  divi- 
sion during  the  last  preceding  twelve  months. 
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Repaibs  and  Renewals  of  Mabine  Equipment. 

Every  item  of  expense  provided  for  under  this  account 
which  is  wholly  on  account  of  freight  service  or  wholly  on 
account  of  passenger  service  should  be  charged  accordingly. 

Charges  which  are  common  to  freight  and  passenger  service 
should  be  so  reported  in  the  distribution  books.  Such  charges 
should  be  apportioned  between  "Freight"  and  "Passenger"  by 
the  general  accounting  officer,  on  the  basis  of  the  relative 
freight  and  passenger  earnings  from  the  operation  of  such 
equipment  during  the  last  preceding  twelve  months. 


Repairs  and  Renewals  of  Shop  Machinery  and  Tools. 
Stationery  and  Printing. 
Other  Expenses. 

Charges  of  this  nature  should  be  reported  as  "Common  to 
Freight  and  Passenger,"  and  the  apportionment  should  be 
made  by  the  general  accounting  officer,  on  the  basis  of  the 
relative  charges  to  each  class  of  service  for  repairs  of  locomo- 
tives, cars,  marine  equipment,  etc.;  in  the  case  of  "Repairs  and 
Renewals  of  Shop  Machinery  and  Tools"  the  charges  for  the 
last  preceding  twelve  months  should  be  used  as  the  basis;  and 
in  the  case  of  the  other  accounts  above  the  charges  for  the 
month  in  which  the  expense  to  be  apportioned  is  incurred. 


CONDUCTING  TRANSPORTATION. 

Superintendence. 

All  expenses  chargeable  to  this  account  which  are  wholly 
on  account  of  freight  service  or  wholly  on  account  of  passenger 
service  should  be  charged  accordingly. 

Those  items  of  expense  which  are  common  to  both  classes 
of  service  should  be  reported  in  the  distribution  books  as 
"Common  to  Freight  and  Passenger."  Such  charges  should  be 
apportioned  between  "Freight"  and  "Passenger"  by  the  general 
accounting  officer,  on  the  basis  of  the  relative  freight  and  pas- 
senger gross  train  ton-mileage  on  each  accounting  division 
during  the  current  month. 


Engine  and  Roundhouse  Men. 

The  wages  of  enginemen  engaged  in  hauling  freight  or  pas- 
senger trains  should  be  charged  in  the  distribution  books  to 
"Freight"  or  "Passenger,"  as  the  case  may  be. 

The  wages  of  enginemen  engaged  in  hauling  mixed  trains 
should  be  divided  between  "Freight"  and  "Passenger."  on  the 
basis  of  the  relative  freight  and  passenger  net  train  ton-mile- 
age of  such  trains  during  the  current  month. 
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The  wages  of  engineers  and  firemen  employed  in  yard 
switching  service  should  be  divided  between  "Freight"  and 
''Passenger"  (each  switching  point  being  determined  on  Its 
merits)  on  a  percentage  basis  to  be  determined  by  the  superin- 
tendents of  the  divisions  affected,  subject  to  the  approval  of 
the  general  accounting  officer.  Such  percentage  should  be 
based  on  the  proportionate  amount  of  work  done  for  account 
of  freight  service  and  passenger  service  in  each  particular  case. 

Charges  for  wiping  locomotives  at  each  roundhouse  should 
be  divided  in  the  distribution  books  between  the  different 
classes  of  service  on  the  basis  of  the  relative  number  of  engines 
in  each  class  of  service  wiped  at  such  roundhousa  during  the 
current  month. 

The  wages  of  locomotive  boiler  washers  at  each  round- 
house should  be  divided  in  the  distribution  books  between  the 
different  classes  of  service  on  the  basis  of  the  relative  number 
of  engines  in  each  class  of  service  washed  out  at  such  round- 
house  during  the  current  month. 

The  wages  of  all  other  roundhouse  employes  provided  for 
under  this  account  should  be  divided  in  the  distribution  books 
between  the  different  classes  of  service  on  the  basis  of  the 
relative  number  of  arrivals  of  engines  in  each  class  of  service 
during  the  current  month — each  roundhouse  separately. 

Amounts  charged  to  this  account  for  roundhouse  expenses 
incurred  in  connection  with  locomotives  in  yard  switching  and 
mixed  train  service  should  be  divided  in  the  distribution  books 
between  "Freight"  and  "Passenger"  on  the  same  basis  as  pre- 
scribed herein  for  the  apportionment  of  the  wages  of  engine- 
men  in  connection  with  such  classes  of  service. 


Fuel  for  Locomotives. 

Fuel  consumed  by  locomotives  in  hauling  freight  or  pas- 
senger trains  should  be  charged  to  "Freight"  or  "Passenger," 
as  the  case  may  be. 

Fuel  used  by  locomotives  in  yard  switching  and  mixed  train 
service  should  be  divided  between  "Freight"  and  "Passenger** 
on  the  same  basis  as  prescribed  elsewhere  herein  for  apportion- 
ing other  expenses  in  connection  with  these  classes  of  service. 
(See  rules  given  under  the  account  "Engine  and  Roundhouse 
men.") 

The  cost  of  handling  fuel  at  each  fuel  station,  including  the 
wages  of  coal  heavers,  tools  and  supplies  furnished,  etc.,  also 
the  surplus  or  deficit  arising  in  the  operation  of  such  fuel  sta- 
tion, should  be  divided  between  the  different  classes  of  service 
on  the  basis  of  the  relative  quantities  of  fuel  disbursed  account 
of  each  class  of  service  at  such  fuel  station  during  the  current 
month.    The  proportion  of  such  expenses  chargeable  to  yard 
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switching  and  mixed  train  service,  should  be  further  divided 
between  "Freight"  and  "Passenger/*  in  the  same  manner  as 
the  cost  of  the  fuel  used  in  these  classes  of  service. 


Watbb  Supply  fob  Locomotives. 

The  cost  of  water  supply  for  locomotives  should  be  reported 
as  "Common  to  Freight  and  Passenger."  Such  charges  should 
be  apportioned  between  "Freight"  and  "Passenger"  by  the 
general  accounting  officer,  on  the  basis  of  the  relative  freight 
and  passenger  locomotive  mileage  on  each  accounting  division 
during  the  current  month. 


Oil,  Tallow  and  Waste  for  Locomoth^es. 

The  cost  of  supplies  of  this  nature  furnished  to  locomotives 
in  freight  service  or  passenger  service  should  be  charged  in 
the  distribution  books  to  "Freight"  or  "Passenger,"  as  the  case 
may  be. 

The  expenses  on  account  of  locomotives  i  yard  switching 
and  mixed  train  service  should  be  divided  in  the  distribution 
books  between  "Freight"  and  "Passenger"  in  the  same  man- 
ner as  hereinbefore  specified  for  apportioning  other  expenses 
incurred  in  connection  with  such  classes  of  service.  (See  rules 
given  under  the  account  "Engine  and  Roundhouse  Men.") 


Other  Supplies  fob  Locomotives. 

The  cost  of  tools  and  supplies  furnished  to  locomotives 
should  be  charged  in  the  distribution  books  to  the  classes  of 
service  in  which  such  locomotives  are  engaged.  To  this  end 
those  making  requisitions  for  such  supplies  should  be  required 
to  specify  the  class  of  service  chargeable  with  the  articles  fur- 
nished. 

Such  expenses  on  account  of  locomotives  in  yard  switching 
and  mixed  train  service  should  be  divided  between  "Freight" 
and  "Passenger"  on  the  same  bases  as  prescribed  elsewhere 
herein  for  the  apportionment  of  other  expenses  on  account  of 
such  classes  of  service.  (See  rules  given  under  the  account 
"Engine  and  Roundhouse  Men.") 

Expenses  chargeable  to  this  account  which  are  incurred  in 
common  for  the  different  classes  of  service,  as  the  cost  of  dry- 
ing sand  for  use  on  locomotives,  etc.,  should  be  reported  as 
"Common  to  Freight  and  Passenger."  Such  charges  should 
be  apportioned  between  "Freight"  and  "Passenger"  by  the 
general  accounting  officer,  on  the  basis  of  the  relative  freight 
and  passenger  locomotive  mileage  on  each  accounting  division 
during  the  current  month. 
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Tbain  SEBincE. 

The  wages  of  trainmen  engaged  in  running  freight  or 
senger  trains  should  be  charged  in  the  distribution  books  to 
"Freight"  or  "Passenger/'  as  the  case  may  be. 

The  wages  of  trainmen  on  mixed  trains  should  be  divided 
In  the  distribution  books  between  "Freight"  and  "Passenger,'* 
on  the  basis  of  the  relative  freight  and  passenger  net  train 
ton-mileage  of  such  trains  during  the  current  month. 


Tbain  Supplies  and  Expenses. 

Expenses  of  this  nature  which  pertain  exclusively  to  freight 
service  or  exclusively  to  passenger  service  should  be  charged 
In  the  distribution  books  to  "Freight"  or  "Passenger,"  as  the 
case  may  be. 

The  expenses  of  mixed  trains  should  so  far  as  possible  be 
charged  to  the  class  of  service  benefited  thereby,  those  items 
which  are  common  to  both  being  divided  between  "Freight" 
and  "Passenger"  on  the  same  basis  as  prescribed  for  the  ap- 
portionment of  the  wages  of  trainmen  employed  on  such 
trains. 


Switchmen,  Flagmen  and  Watchmen. 

The  wages  of  switchmen  engaged  exclusively  in  freight 
service  or  exclusively  in  passenger  service  should  be  charged 
accordingly. 

The  expense  of  yard  switching  at  points  where  the  service 
is  performed  in  common  for  both  classes  of  service  should  be 
divided  In  the  distribution  books  between  "Freight"  and  "Pas- 
senger" (each  switching  point  being  determined  on  its  merits) 
on  a  percentage  basis  to  be  determined  by  the  superintendents 
of  the  divisions  affected,  subject  to  the  approval  of  the  gen- 
eral accounting  officer.  Such  percentages  should  be  based  on 
the  proportionate  amount  of  work  done  for  account  of  freight 
service  and  passenger  service  in  each  particular  case. 

The  wages  of  flagmen  and  watchmen  should  be  treated  as 
directed  elsewhere  herein  for  the  wages  of  other  station  em- 
ployes.   (See  rules  given  under  the  account  "Station  Service,") 


Teleobaph  Expenses. 

Expenses  chargeable  to  this  account  should  be  handled  in 
accordance  with  the  rules  given  under  "Superintendence — 
Conducting  Transportation." 


Station  Sebvice. 

At  stations  where  separate  forces  are  employed  for  the 
handling  of  freight  and  passenger  business,  the  labor  should 
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be  charged  in  the  distribution  books  to  "Freight"  or  "Passen- 
ger," according  to  the  nature  of  the  work  performed. 

The  wages  of  all  station  employes  whose  services  are  ren- 
dered in  common  for  both  classes  of  service  should  be  divided 
in  the  distribution  books  between  "Freight"  and  "Passenger" 
on  a  percentage  basis  to  be  determined  by  the  division  super- 
intendent (each  station  being  determined  on  its  merits).  Such 
percentages  should  be  based  on  the  proportionate  amount  of 
time  required  at  each  point  in  handling  freight  business  and 
passenger  business. 


Station  Suppltes. 

Expenses  of  this  nature  which  are  wholly  on  account  of 
freight  service  should  be  charged  in  the  distribution  books  to 
"Freight";  and  expenses  wholly  on  account  of  passenger  serv- 
ice should  be  charged  to  "Passenger." 

Those  items  which  cannot  be  so  separated,  and  which  are 
in  fact  common  to  both  freight  and  passenger  service,  should 
be  reported  as  "Common  to  Freight  and  Passenger,"  and  the 
apportionment  between  "Freight"  and  "Passenger"  should  be 
made  by  the  general  accounting  officer,  on  the  basis  of  the 
relative  freight  and  passenger  gross  train  ton-mileage  on 
each  division  during  the  current  month. 

At  stations  where  there  arc  not  separate  station  facilities 
for  each  class  of  business,  there  will  nevertheless  be  some  ex- 
penses chargeable  to  this  account  which  are  exclusively  on 
account  of  only  one  class  of  service.  In  those  cases  the  expense 
should  be,  charged  in  the  distribution  books  to  the  class  of 
service  benefited — only  those  items  which  are  really  used  in 
common  for  both  classes  of  service  being  reported  as  "Com- 
mon to  Freight  and  Passenger." 


SwiTCHixG  Charges — Balance. 

Car  Per  Diem  and  Mileage — Balance. 

Items  of  this  nature  should  be  charged  to  "Freight"  or 
"Passenger,"  according  to  the  class  of  service  on  account  of 
which  the  expense  is  incurred. 


Hire  of  Equipment — Balance. 

Charges  and  credits  for  use  of  locomotives  in  joint  switch- 
ing service  at  points  where  such  service  is  performed  in  com- 
mon for  freight  and  passenger  service  should  be  divided  in 
the  distribution  books  between  "Freight"  and  "Passenger"  on 
the  same  basis  as  prescribed  for  the  apportionment  of  the 
other  expenses  of  the  switching  service  at  such  stations. 

Payments  for  use  of  locomotives  in  road  service  should  be 
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charged  in  the  distribution  books  to  "Freight"  or  "Passen- 
ger/' according  to  the  class  of  service  in  which  such  engines 
are  used.  If  used  in  common  In  both  classes  of  seryice  the 
amounts  should  be  so  reported  and  the  apportionment  between 
"Freight"  and  "Passenger"  should  be  made  by  the  general  ac- 
counting officer,  on  the  basis  of  the  relative  freight  and  pas- 
senger locomotive  mileage  on  each  accounting  division  daring 
the  current  month. 

Receipts  for  the  use  of  a  company's  road  locomotives  should 
be  reported  as  "Common  to  Freight  and  Passenger,"  and  the 
apportionment  should  be  made  by  the  general  accounting  offi- 
cer, on  the  same  basis  as  given  in  the  preceding  paragraph. 

Payments  for  the  use  of  wrecking  cars  and  other  work  or 
service  cars  should  be  charged  in  the  distribution  books  to 
the  class  of  service  on  account  of  which  the  expense  is  in- 
curred. When  common  to  both  classes  of  service  such  amounts 
should  be  so  reported  In  the  distribution  books,  in  which  case 
the  apportionment  between  "Freight"  and  '^Passenger"  should 
be  made  by  the  general  accounting  officer,  on  the  basis  of  the 
relative  freight  and  passenger  gross  train  ton-mileage  on  each 
accounting  division  during  the  last  preceding  twelve  months. 

Receipts  for  use  of  a  company's  pile-drivers,  wrecking  cars, 
etc.,  should  be  reported  as  "Common  to  Freight  and  Passen- 
ger," and  the  apportionment  between  "Freight"  and  "Passen- 
ger" should  be  made  by  the  general  accounting  officer,  on  the 
basis  given  in  the  preceding  paragraph. 


Loss  AND  Damage. 
Injuries  to  Pebsons. 
Clearing  Wrecks. 

The  expenses  provided  for  under  the  above  accounts  should 
be  charged  in  the  distribution  books  to  the  class  of  service 
(freight  or  passenger)  causing  the  outlay — the  responsibility 
to  be  determined  in  each  instance  by  the  superintendents  of 
the  divisions  affected. 

Charges  which  are  common  to  both  freight  and  passenger 
service  should  be  so  reported,  and  the  apportionment  between 
"Freight"  and  "Passenger"  should  be  made  by  the  general  ac- 
counting officer,  on  the  basis  of  the  relative  freight  and  passen- 
ger train  mileage  on  each  accounting  division  during  the  cur- 
rent month. 


Operating  Marine  Equipment. 

Any  expenses  of  this  nature  which  are  Incurred  wholly  on 
account  of  freight  service  or  wholly  on  account  of  passenger 
service  should  be  charged  accordingly. 

Charges  which  are  common  to  both  classes  of  service  should 
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be  reported  as  "Common  to  Freight  and  Passenger."  Such 
charges  will  be  apportioned  between  "Freight"  and  "Passen- 
ger" by  the  general  accounting  officer,  on  the  basis  of  the  rela- 
tive freight  and  passenger  earnings  from  the  operation  of  such 
equipment  during  the  current  month. 


Advertising. 
Outside  Aqencies. 

All  items  of  expense  chargeable  to  the  above  accounts 
which  are  on  account  of  freight  traffic  should  be  charged  to 
"Freight";  and  those  expenses  which  are  Incurred  in  con- 
nection with  passenger  business  should  be  charged  to  "Pas- 
senger." 

Expenses  which  are  common  to  both  classes  of  service  (i.  e., 
that  cannot  be  separated  as  between  "Freight"  and  "Passen- 
ger") should  be  reported  as  "Common  to  Freight  and  Passen- 
ger." Such  charges  should  be  apportioned  between  "Freight" 
and  "Passenger"  by  the  general  accounting  officer,  on  the  basis 
of  the  relative  freight  and  passenger  earnings  of  each  account- 
ing division  during  the  current  month. 


Commissions. 

Expenditures  of  this  nature  should  be  charged  to  "Freight" 
or  "Passenger,"  according  to  the  nature  of  the  service  ren- 
dered. 


Stock  Taros  and  Elevators. 

Charges  to  this  account  should  be  embraced  under  the  head- 
ing "Freight." 


Rents  for  Tracks,  Yards  and  Terminals. 
Rents  of  Buildings  and  Other  Property. 

Charges  of  this  nature  which  are  wholly  on  account  of 
freight  service  or  passenger  service  should  be  charged  in  the 
distribution  books  to  "Freight"  or  "Passenger,"  as  the  case 
may  be. 

Charges  for  rent  of  station  and  terminal  facilities  which 
are  used  in  common  for  both  classes  of  service  should  be  ap- 
portioned in  the  distribution  books  between  "Freight"  and 
"Passenger "  on  a  percentage  basis  to  be  determined  by  the 
superintendents  of  the  divisions  affected,  subject  to  the  ap- 
proval of  the  general  accounting  officer.  Such  percentages 
should  be  based  on  the  relative  use  made  of  such  facilities  in 
handling  freight  and  passenger  business — the  percentages  in 
each  instance  beiiig  determined  by  the  circumstances  in  that 
particular  case. 
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Amounts  paid  for  rent  of  buildings  used  in  common  fbr 
freight  and  passenger  business,  other  than  the  station  and 
terminal  facilities  provided  for  in  the  preceding  paragraph, 
should  be  reported  as  "Common  to  Freight  and  Passenger." 
Such  charges  should  be  apportioned  between  "Freight"  and 
"Passenger"  by  the  general  accounting  officer,  on  the  basis 
of  the  relative  freight  and  passenger  gross  train  ton-mileage 
on  each  accounting  division  during  the  last  preceding  twelve 
months. 


Stationeby  and  Printing. 
Other  Expenses. 

All  expenses  chargeable  to  the  above  accounts  which  are 
wholly  on  account  of  freight  service  or  wholly  on  account  of 
passenger  service  should  be  charged  accordingly. 

Charges  which  are  common  to  both  classes  of  service  should 
be  reported  as  "Common  to  Freight  and  Passenger."  Such 
amounts  should  be  apportioned  between  "Freight"  and  "Pas- 
senger" by  the  general  accounting  officer,  on  the  basis  of  the 
relative  freight  and  passenger  gross  train  ton-mileage  on  each 
accounting  division  during  the  current  month. 


GENERAL  EXPENSES. 

All  expenses  chargeable  to  the  accounts  coming  under  this 
heading  which  pertain  exclusively  to  freight  business  or  ex- 
clusively to  passenger  business  should  be  charged  to  "Freight" 
or  "Passenger,"  as  the  case  may  be. 

Every  item  which  cannot  be  considered  as  directly  charge- 
able to  either  freight  or  passenger,  and  which  is  in  fact  com- 
mon to  both  classes  of  service,  should  be  reported  as  "Common 
to  Freight  and  Passenger."  Such  charges  should  be  appor- 
tioned between  "Freight"  and  "Passenger"  by  the  general  ac- 
counting officer,  on  the  basis  of  the  relative  freight  and  pas- 
senger gross  train  ton-mileage  on  each  accounting  division 
during  the  current  month. 


CHAPTER  XXXin. 

ffUMMARY  OP  RAILWAY  DISBURSEMENTS,  INCLUDING 
.    THE  ITEMS  CHARGEABLE  AGAINST  INCOME. 

The  disbursements  of  a  railway  may  be  classed  under  two 
heads — Permanent  and  Temporary.  Permanent  expenditures 
embrace  those  known  as  construction;  temporary  expenditures 
those  we  place  In  the  scales  against  earnings,  1.  e.,  expendi- 
tures paid  for  out  of  earnings.  All  other  disbursements  are  of 
a  transitory  nature  merely,  1.  e.,  book  accounts  settled  in  cash 
or  in  kind;  they  do  not  come  under  the  head  of  disbursements 
In  the  sense  we  use  the  word  throughout  this  book. 

A  summary  of  railway  disbursements  is  appropriate  in  this 
place  and  will  fitly  close  the  subject.  It  Is  as  follows: 

Construction, — This  account  is  described  elsewhere;  it 
properly  embraces  the  original  or  first  cost  of  property  together 
with  all  expenditures  for  additions,  enlargements,  improve- 
ments and  other  changes  along  lines  of  road  already  in  opera- 
tion which  add  to  the  value  or  first  cost  of  the  property;  all 
disbursements,  expenses,  costs,  commissions,  salaries  and  debts 
incurred  In  connection  therewith  or  incident  thereto ;  the  accru- 
ing interest  on  the  amount  invested  while  a  property  is  in 
course  of  construction  and  before  it  is  opened  for  business; 
all  disbursements  and  losses  suffered  in  the  sale  or  disposal 
of  bonds,  shares,  securities  or  assets,  the  proceeds  of  which  are 
used  in  its  purchase  or  development;  all  expenditures  on  ac-> 
count  of  its  rights,  franchises  and  appurtenances.  These  con- 
stitute what  is  known  as  construction  account. 

Operatixq  Expenses. — The  operating  expenses  are  described 
elsewhere  in  detail;  they  embrace  the  cost  of  soliciting  traffic, 
handling  and  transporting  freight  and  passengers,  administer- 
ing the  general  affairs  of  a  company,  and  maintaining  the 
property  in  as  good  condition  as  when  first  built,  including 
the  cost  of  replacing  track,  structures,  equipment,  etc.,  when 
worn  out,  with  new  work  of  substantially  the  same  quality 
as  the  old. 

Interest  on  Funded  Debt. — This  account  embraces  the 
charges  for  interest  on  the  funded  debt  of  a  company.  While 
a  property  is  in  course  of  construction  the  accruing  interest  on 
outstanding  bonds  should  be  charged  to  Construction;  but 
after  it  has  been  put  in  operation  outlay  of  this  nature  is  a 
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proper  charge  against  income  or  revenue.  Charges  of  this  na- 
ture should  be  made  monthly  as  they  accrue,  without  regard  to 
the  date  of  maturity  or  payment 

Interest  on  Interest-bearing  Current  Liabujties,  etc.— 
This  account  embraces  all  payments  for  interest,  exchange  or 
discount  on  interest-bearing  current  liabilities  (such  as  bills 
payable,  receiver's  certificates,  etc.)>  as  well  as  payments  for 
interest,  exchange  or  discount  on  current  accounts,  etc.  So  far 
as  possible,  such  items  should  be  charged  on  the  basis  of  ac- 
cruals. 

Interest  on  Reai«  Estate  Mortgages. — ^This  account  in- 
cludes the  charges  for  interest  on  mortgages  on  real  estate 
belonging  to  a  company  other  than  fhat  directly  required  in 
the  operation  of  the  road.  Charges  of  this  nature  should  also 
be  made  as  they  accrue,  irrespective  of  the  date  of  maturity 
or  payment. 

Rents  Paid  for  Lease  of  Road. — This  account  is  also  an  off- 
set against  income  or  revenue.  It  includes  the  amount  of  ren- 
tals paid  for  leased  lines,  whether  by  payment  of  interest  on 
guaranteed  bonds,  by  payment  of  dividends  on  guaranteed 
stock,  or  by  cash  payment. 

Taxes. — To  this  account  should  be  charged  all  payments  for 
assessments  and  taxes  levied  by  the  government  on  real  es- 
tate, right  of  way,  buildings,  equipment  and  other  property, 
real  or  personal;  also  assessments  and  taxes  computed  on  some 
arbitrary  basis,  such  as  amount  of  stocks  and  bonds  issued  or 
outstanding;  the  gross  or  net  earnings,  or  dividends  paid;  the 
number  of  passengers  or  amount  of  freight  carried;  the  length 
of  line  operated  or  owned;  the  rolling  stock;  or  any  other  se- 
lected quality  or  fact  pertinent  to  the  operation  of  railway 
property. 

Permanent  Improvements. — To  this  account  should  be 
charged  actual  expenditures  for  permanent  improvements  made 
in  the  current  year,  for  which  an  appropriation  has  been  made 
from  the  current  year's  income.  (The  cost  of  improvements 
for  which  no  appropriation  is  made  from  the  income  of  a  com- 
pany should  be  charged  to  "Construction.") 

Other  Deductions  from  lNct)ME. — Separate  accounts  should 
be  opened  under  distinctive  headings  for  such  items  as  are 
properly  regarded  as  fixed  charges  which  may  not  be  assigned 
to  any  of  the  six  preceding  accounts,  including  appropriations 
from  or  amounts  chargeable  against  the  current  year's  income 
for  sinking  funds,  reserve  or  other  special  funds;  losses  or 
dv^ficits  of  individuals,  firms  or  corporations  assumed  (not  in- 
cluding items  properly  chargeable  to  "Rents  paid  for  lease  of 
road");  and  other  analogous  items.  Appropriations  from  the 
current  year's  income  for  future  improvement  expenditures 
should  be  charged  under  an  appropriate  heading. 
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Dividends  on  Common  Stock  and  Dividends  on  Pbefebbed 
Stock. — ^These  accounts  include  all  dividends  declared  on  the 
capital  stock  of  a  company.  The  charge  should  be  made  when 
the  dividends  are  declared,  without  reference  to  the  date  of 
payment 

Otheb  Payments  from  Net  Income. — A  separate  account 
should  be  kept  of  such  amounts  paid  as  are  properly  regarded 
as  earnings  to  the  stockholders  other  than  earnings  which  are 
reported  as  dividends. 

Deductions  for  Year. — Separate  accounts  should  be  opened 
under  distinctive  headings  for  amounts  transferred  from  the 
surplus  income  of  preceding  years  to  other  accounts,  or 
amounts  written  off  in  consequence  of  adjustments,  or  pay- 
ments from  income  not  properly  chargeable  to  the  operations 
of  the  property  during  the  current  year;  also  appropriations 
from  accumulated  surplus  for  sinking  funds,  reserve  or  other 
special  funds;  discount  on  bonds  issued  for  refunding  pur- 
poses and  discount  on  bonds  sold  for  construction,  equipment 
or  improvement  purposes  (when  charged  against  Income) ;  ad- 
justment or  cancelation  of  old  asset  accounts,  as  well  as  losses 
resulting  from  sale  of  investment  securities  (such  as  stocks  or 
bonds  owned),  or  other  permanent  investments;  losses  or 
deficits  of  individuals,  firms  or  corporations  assumed,  as  well 
as  other  disbursements  (not  dividends)  applying  to  business  of 
previous  years,  and  other  analogous  items. 


CHAPTER  XXXIV. 

PRACTICES  .OF   ENGUSH    RAILWAYS    IN   ACCOUNTING 
FOR  MATERIAL  AND  LABOR. 

For  the  purpose  of  account  keeping,  stores  are  classified 
under  three  heads,  viz.:  coal,  general  stores  and  permanent 
way  stores.  Orders  for  material  required  are  sent  to  the 
tradesmen,  signed  by  the  general  store  superintendent;  on  the 
back  of  the  orders  are  printed  the  conditions  on  which  the 
material  will  be  accepted.  An  account  is  opened  with  each 
tradesman  from  whom  goods  are  purchased.  At  the  end  of  the 
month  tradesmen's  accounts  are  checked  with  the  invoices  and 
entered  into  day  books  or  invoice  Journals  and  posted  there- 
from to  the  debit  of  the  respective  stock  accounts  on  the  stock 
ledger.  A  list  of  accounts  is  then  made,  certified  to  by  the 
general  stores  superintendent  and  submitted  to  the  general 
stores  committee  of  the  board  for  approval.  The  accounts  and 
lists  are  then  sent  to  the  accountant  of  the  company  for  pay- 
ment. 

Goods  received  at  stores  are  entered  into  "goods  received" 
books,  which  are  sent  to  the  stores  superintendent's  office  to 
be  compared  with  the  invoices.  The  stores  examiners  are  not 
allowed  in  any  case  to  have  access  to  the  invoices,  but  after 
the  goods  have  been  checked  price  lists  are  furnished  for  the 
guidance  of  the  superintendent's  assistants  In  pricing  out  the 
materials  to  the  consuming  departments.  Requisitions  for 
stores  and  stationery  for  the  traffic  department  are  made 
monthly  and  countersigned  by  the  general  manager.  They 
show  the  quantity  on  hand,  date  and  quantity  of  last  supply, 
and  quantity  required.  The  quantities  sent  out  are  re- 
corded in  detail  against  each  station  in  order  to  compare  the 
supplies  of  one  period  with  another.  Requisitions  for  stores 
for  the  locomotive,  carriage,  and  way  and  works  departments 
are  made  as  the  material  is  needed.  They  show  the  quantity 
and  description  of  each  kind  of  material  ordered  and  the  pur- 
pose for  which  it  is  required. 

From  the  requisitions  the  stores  porters  get  out  the  goods 
and  the  clerks  make  out  the  delivery  notes  showing  the  arti- 
cles, quantity  and  value,  which  are  copied  into  an  "issue 
book,"  but  the  money  portion  is  torn  off  before  they  are  sent 
out.    Each  consuming  department  is,  however,  provided  with 
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a  price  list.  The  traffic  department  is  charged  with  the  gross 
monthly  purchases  for  that  department,  and  not  for  detailed 
supplies  sent  to  each  station;  any  variations  in  stock  are  ad- 
Justed  half  yearly  or  yearly.  The  press  copies  of  the  delivery 
notes  for  material  issued  to  the  locomotive,  carriage,  and  way 
and  works  departments  are  checked  every  week  and  the 
amounts  entered  into  an  ''issue  summary  book,"  a  separate 
book  being  used  for  each  consuming  department  From  these 
books  the  several  stock  accounts  on  the  stock  ledger  are  cred- 
ited. From  the  issue  summary  books  a  statement  of  stores  Is- 
sued is  made  each  week  and  forwarded  to  the  accountant.  This 
shows  the  total  value  of  material  issued  during  the  week  to 
each  consuming  department.  On  receipt  of  the  goods  by  the 
consuming  departments  the  goods  are  checked  with  the  copies 
of  the  requisitions  by  the  stores  foreman  who  has  charge  of 
the  material,  and  the  delivery  notes  are  receipted  and  returned 
to  the  stores  department. 

Material  cannot  be  obtained  from  the  stores  foreman  with- 
out a  written  order  signed  by  the  works  manager  or  foreman 
of  the  shop.  The  order  states  for  what  purpose  the  stores  are 
required.  From  the  requisitions  and  orders  weekly  statements 
are  made  by  each  consuming  department,  showing  the  quan- 
tity and  value  of  material  chargeable  to  the  several  expense 
accounts.  These  statements  are  forwared  to  the  accountant 
and  should  agree  in  total  with  the  weekly  statements  sent  him 
from  the  stores  department  of  material  issued  to  each  con- 
suming department.  The  accountant  charges  the  expense  ac- 
counts with  the  material  used  in  accordance  with  the  distri- 
bution returns  furnished  him  by  the  several  consuming  de- 
partments. 

Coal  Is  sent  directly  from  the  colliery  to  the  station  where 
it  is  to  be  used.  Colliery  advices,  after  being  entered  by  the 
general  stores  superintendent,  are  forwarded  to  the  stations 
where  the  coal  is  sent,  to  be  certified  to  by  the  receiving  agent. 
The  weights  shown  are  checked  and  the  advices  returned  to  the 
general  stores  department.  After  ascertaining  that  the  amounts 
are  correct,  the  stores  superintendent  reports  on  his  statement 
of  issues  to  the  accountant  the  actual  monthly  purchase.  Coal 
is  weighed  out  to  engines  receiving  it  at  stations  and  the  re- 
turns thereof  are  sent  to  the  locomotive  superintendent,  who 
sends  a  statement  to  the  accountant  showing  the  total  weight 
of  coal  issued  each  week. 

An  Inventory  is  taken  periodically  and  compared  with  the 
stock  ledger,  the  books  being  adjusted  to  the  actual  by  debit 
or  credit  entries,  as  the  case  may  be.  The  books  and  invento- 
ries of  the  stores  department  are  checked  with  the  actual 
stock  by  the  accountant's  staff.  The  administration  expenses 
of  the  stores  department  are  apportioned  to  the  various  con- 
suming departments  at  the  end  of  each  year. 


402  SAFEGUARDING  EXPENDITURES. 

The  time  of  men  employed  in  the  ^way  and  works  depart- 
ment is  kept  by  the  gang  foremen.  They  are  provided  with 
two  time  books  (one  for  each  alternate  week),  in  which  they 
enter  daily  the  time  worked  by  themselves  and  the  men  under 
them.  At  the  end  of  the  week  each  foreman  sends  his  book 
to  the  inspector  of  the  circuit  in  which  he  is  located.  The  in- 
spector makes  up  his  book  therefrom.  It  shows  the  time,  rate 
and  amount  due  each  man,  the  works  on  which  they  were  en- 
gaged, and  the  total  amount  payable  at  each  station  in  his  cir- 
cuit. He  certifies  to  the  correctness  of  the  returns  and  for- 
wards with  the  foremen's  time  books  to  the  district  superin- 
tendent to  be  examined,  summarized  and  forwarded  to  head- 
quarters for  the  pay  bills  to  be  prepared. 

The  time  of  men  employed  at  stations  is  kept  by  the  station 
clerk  or  goods  agent  in  charge,  who  keeps  an  accurate  daily 
record  of  the  time  made  by  each  servant  of  the  company  un- 
der his  control.  At  the  end  of  the  week  pay  bills  are  made 
and  sent  to  headquarters. 

The  time  of  engineers  and  firemen  is  kept  by  the  locomo- 
tive foremen  or  their  clerks,  who  enter  into  a  day  book  the 
number  of  hours  on  duty  and  miles  run.  The  engineers  and 
firemen  are  required  to  sign  their  names  in  a  book  and  enter 
the  exact  time  when  going  on  or  off  duty,  stating  the  due  time 
of  train  and  engine  number. 

The  time  of  shop  men  is  made  up  from  the  workings  of 
their  checks.  These  checks,  which  bear  the  men's  registered 
numbers,  are  deposited  in  the  time  office  by  the  workmen  on 
entering,  and  are  returned  to  them  on  leaving  the  premises, 
morning,  noon  and  night.  The  time  is  entered  up  in  the  check 
and  time  books  by  the  clerks.  At  the  end  of  the  week  the  time 
worked  by  each  man  is  transferred  to  gate  time  sheets,  which 
show  the  rate.  These  are  sent  to  headquarters.  Shop  time 
sheets  are  filled  out  by  the  shop  foremen,  who  enter  the  time 
the  men  are  employed  on  each  description  of  work  during  the 
day.  These  sheets,  at  the  end  of  the  week,  are  also  sent  to 
headquarters.  The  time,  as  reported  on  the  shop  time  sheets, 
is  then  compared  with  the  gate  time  sheets,  and  the  pay  bills 
are  made.  After  the  pay  bills  have  been  made  at  the  head- 
quarters of  the  several  departments,  they  are  forwarded,  with 
the  time  books,  time  sheets  and  distribution  reports,  to  the 
accountant 
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MATERIAL  ACCOUNT — SYSTEM  OF  ACCOUNTING  FOB 
MATERIAL  PURCHASED  AND  DISBURSED,  RECOM- 
MENDED BY  THE  STANDING  COMMITTEE  ON  DIS- 
BURSEMENTS OF  THE  ASSOCIATION  OF  AMERICAN 
RAILWAY  ACCOUNTING  OFFICERS. 

'^It  is  belieyed  that  the  essentials  of  a  correct  system  will  be 
found  in  the  following  general  outline: 

'^The  purchasing  agent  to  furnish  the  storekeeper  with  all 
standards  and  copies  oi  all  contracts,  agreements  and  specifica- 
tions for  material  to  be  purchased  and  to  forward  him  promptly 
all  invoices  received.  All  materials  purchased  to  be  placed  at 
once  in  the  custody  of  the  storekeeper,  who  should  inspect  the 
same  and  certify  to  the  correctness  of  the  invoices  as  to  quantity, 
quality  and  price;  examine  extensions  and  footings;  take  up  the 
amounts  in  his  material  account;  prepare  vouchers  certifying  to 
the  correctness  thereof  and  forward  them  to  the  purchasing 
agent,  who  will  examine  prices,  certify  to  their  correctness 
and  forward  to  the  manager  for  approval.  After  being  approved 
by  the  manager  they  should  be  transmitted  to  the  accounting 
department,  where,  if  found  correct,  they  should  be  charged  to 
the  storekeeper  and  approved  for  payment. 

^  All  material  issued  by  the  storekeeper  will  be  upon  properly 
approved  requisitions.  When  material  is  issued  an  invoice  of  the 
same  wUl  be  forwarded  to  the  division  or  department  to  which 
it  is  issued ;  the  division  or  department,  after  checking  material 
received  against  the  invoice  and  finding  the  same  to  be  correct, 
will  mark  the  invoice  *  correct,^  and  file  until  the  end  of  the 
month ;  if  incorrect  in  any  particular,  the  question  will  be  taken 
up  at  once  with  the  storekeeper  for  adjustment. 

"^  At  the  close  of  each  month's  business  the  storekeeper  will 
forward  to  the  divisions  and  departments  a  summary  of  invoices 
made  and  charged  against  them  during  the  month;  the  amount 
so  charged  to  be  taken  up  by  these  divisions  and  departments  in 
their  accounts  for  the  same  month.  The  summaries  of  invoices 
forwarded  should  in  all  cases  be  accompanied  by  legible  impres- 
sion copies  of  the  same,  such  impression  copies  to  be  retained  by 
the  divisions  or  departments  against  which  the  invoices  are 
made,  the  *  originals^  to  be  certified  toby  the  heads  of  such 
divisions  or  departments  and  sent  to  the  accounting  depart- 
ment with  their  monthly  reports  or  accounts  current    The  ad* 
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justment  of  all  differences  arising:  from  non  receipt  of  invoices  or 
other  causes,  and  all  errors,  except  errors  in  footings  of  huuk- 
mariesy  should  be  made  in  the  succeeding  month. 

^  The  same  rule  will  apply  throughout  between  divisions  and 
departments  covering  material  transferred  between  themselves 

^  The  storekeepers  and  heads  of  divisions  or  departments  will 
render  to  the  accounting  department  a  monthly  report  or  ac- 
count current  in  which  shall  be  shown,  under  the  proper  head- 
ings, the  amount  of  material  (as  well  as  labor)  received  and  dis- 
bursed during  the  month. 

**When  the  annual  inventory  is  completed,  the  balance  of 
material  on  hand,  as  shown  by  the  books  of  the  storekeeper,  and 
those  of  each  division  and  department  should  be  adjusted  to 
conform  thereto,  and  the  discrepancy  between  these  balances  and 
the  proper  value  should  be  distributed  to  the  expenses  of  ttie 
current  year. 

"*  To  insure  correct  accounting  for  material  it  is  important  to 
have  competent  foremen  to  report  material  used  or  taken  out  of 
trade,  structures  or  equipment,  as  well  as  competent  accountants 
at  storehouses  and  at  division  and  department  headquarters; 
and  where  these  accountants  are  not  under  the  immediate  direo- 
tion  of  the  accounting  department  it  is  well  to  have  a  represen- 
tative of  that  department  visit  the  various  division  headquarters, 
shops  and  roadway  departments  from  time  to  time  to  see  that 
material  is  being  properly  accounted  for. 

""  Prices  at  which  the  new  material  is  charged  out  by  the  store- 
keeper to  include  freight  paid  to  other  roads,  and  may  include 
the  salary  and  expenses  of  the  store  department,  prorated  on 
the  value  of  materials  invoiced  each  month. 

^  The  prices  at  which  second  hand  material  should  be  taken  up, 
charged  out  or  invoiced  should  be  fixed  from  time  to  time  ij 
the  purchasing  agent. 

""  Divisions  or  departments  releasing  material  from  the  trade, 
structures  or  equipment  of  the  railway  should  take  the  value  of 
the  same  up  at  once  in  their  material  account,  even  though  the 
material  should  be  used  and  charged  out  again  in  the  same  montii. 

^  In  the  shops  of  the  company  labor  expended  upon  material 
in  process  of  manufacture  or  upon  unfinished  equipment  should 
be  charged  to  the  material  account  until  the  finished  article  is 
charged  out  to  'Repairs,'  'Equipment'  or  'Construction.' 
Prodsion  should  be  made  in  the  material  report  blanks  for  the 
debit,  under  proper  heads,  of  all  material  received  and  taken 
from  the  track,  structures  or  equipment  of  the  road,  for  credits 
on  account  of  material  transferred  to  other  divisions  and  depart- 
ments or  sold  to  individuals  and  companies,  and  for  credits  on 
account  of  material  used,  under  the  proper  general  heads,  in 
detail.  There  should  accompany  this  report  a  list  of  vouchers 
taken  into  account,  and  a  list  of  individuals  and  company  bills 
lor  which  credit  has  been  taken." 
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BECAPITULATIONS. 

For  statistical  purposes  a  separate  operating  or  constraction 
account  should  be  opened  with  each  building,  bridge,  culvert, 
viaduct,  dock,  wharf,  ferry  boat,  stock  yard,  dining  car  and  loco- 
motive for  which  expense  is  incurred,  but  the  amount  entered  in 
the  final  recapitulation  of  expenditures,  and  carried  to  the  gen- 
eral books,  should  be  the  aggregate  amount  expended  under  the 
head  of  each  operating  expense  or  construction  account.  There- 
fore, in  order  to  bring  together  under  one  heading  the  amount 
to  be  carried  to  the  final  recapitulation,  and  also  in  order  to  post 
readily  therefrom  to  the  statistical  accounts,  a  sub-recapitulation 
of  the  several  operating  and  construction  accounts  is  required,  in 
the  following  manner, -viz. : 

Secapitulation  of  "Bepaira  and  renewals  of  huildinga  and  fix- 
tures," or  *' Station  buildings  and  fixtures,"  etc. 

In  making  the  recapitulation  the  following  should  be  observed: 

1.  The  recapitulation  should  specify  the  building  charged  in 
such  a  manner  that  its  identity  can  be  determined  therefrom  with 
certainty. 

2.  The  buildings  should  be  entered  in  the  order  of  geographical 
location  upon  the  line. 

3.  The  recapitulation  should  show  the  amount  charged  to  each 
buUding  and  the  number  of  the  page  of  the  distribution  book  on 
which  the  account  may  be  found. 

4.  In  case  credits  appear  in  the  recapitulation,  the  amount 
to  b?  shown  should  be  the  difference  between  the  amount  of  the 
debits  and  the  amount  of  the  credits. 

Becapitulation  of  **  "Repairs  and  renewals  of  "bridges  and  cul- 
verts" or  *' Bridges,  trestles  and  culverts." 

The  recapitulation  should  conunence  with  the  bridge  having 
the  lowest  number,  the  others  following  in  numerical  order,  and 
in  case  of  ''Bepairs  and  renewals  of  bridges  and  culverts,"  clos- 
ing with  the  general  account.  Otherwise  the  form  and  purpose 
of  the  recapitulation  for  bridges  and  culverts  are  the  same  as 
prescribed  for  buildings. 
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Becapitulation  of  ** Repairs  and  Benewah  of  Locomotives.'* 
The  recapitulation  should  commence  with  the  locomotive  hav'ng 
the  lowest  number,  the  others  following  in  numerical  order,  clos- 
ing with  the  general  account. 


Tlie  same  course  will  be  pursued  in  the  case  of  docks,  wharves, 
ferry  boats  and  stockyards  as  is  prescribed  for  buildings. 


On  the  distribution  of  labor  book  the  accounts  named  below 
should  be  recapitulated  and  the  total  amount  of  the  same  carried 
to  the  final  recapitulation  at  the  close  of  the  book  under  the 
head  of  '*  Manufactured  materiat"  The  accounts  referred  to 
are: 

Labor  charged  to  material, 

Labor  invoiced,  and 

Articles  manufactured  by  the  company. 

Final  recaiiitxdaiion  of  expenditures.     (Labor.) 

A  recapitulation  of  all  the  accounts  in  the  distribution  of  labor 
book  should  be  uuidc  at  the  end  of  the  book.  In  opening:  the 
rc('nT)iUi]ati(vn  the  following  information  should  be  given,  viz.: 

1.  The  nanif^s  of  the  operating  expense  account?,  in  order, 

2.  The  pages  of  the  book  on  which  they  are  to  be  foun<l,  and 
lastly,  the  total  amount  of  labor  chargeable;  for  example:  ''Re- 
pairs and  renewals  of  buildings  and  fixtures,  page  111,  $126.30,'' 
and  so  on  with  the  other  accounts. 

3.  The  final  footing  of  the  recapitulation  should  agree  ex- 
actly with  tlio  aniour.t  of  the  pay  rolls  distributed. 

4.  A  ?iimniary  of  pry  rolls,  showing  the  amount  of  each  and 
tho  total  of  all  p- y  rv'.h  dijtribr.tcd,  should  be  shown  on  the  page 
immediately  prctcdi:  <:j  the  final   recapitulation. 

5.  No  accounts  slcniJd  be  entered  in  the  final  recapitulation 
of  expenditures  except  those  designated,  or  those  specially  au- 
thorized by  the  accounting  officer, 

G.  Bridjre  and  building  rebuilding  accounts,  also  addition, 
enlarizement  and  improvement  accounts,  should  bo  merged  in  the 
operating  expense  or  construction  accounts  to  which  they  belong, 
as  the  case  may  require,  and  the  combined  amount  should  be  car- 
ried to  the  final  recapitulation. 
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7.  But  one  entry  should  be  made  in  the  final  recapitulation 
of  expenditures  to  any  one  account. 

Following  the  recapitulation,  the  distribution  book  should  be 
signed  by  the  storekeeper  or  official  in  charge,  the  signature 
being  attached  to  the  subjoined  certificate,  viz.:  "I  hereby  cer- 
tify that  the  above  recapitulation  is  a  correct  record  of  all  labor 
performed." 

Becapitulation  of  material  invoice  accounts. 

A  recapitulation  of  the  invoice  accounts  should  be  made  on 
the  distribution  of  material  book  at  the  end  of  the  month,  th& 
same  to  be  arranged  in  the  order  in  which  the  accounts  are 
directed  to  be  opened,  viz.: 

1.  Total  material  received  by  purchase  or  from  other  supply 
stores  and  shops  separately. 

2.  Total  material  forwarded  to  other  supply  stores  and  shops 
separately. 

Thid  recapitulation  should  be  entered  immediately  before  the 
final  recapitulation  of  expenditures. 

FincU  recapitulation  of  expenditures.     (Material,) 

A  recapitulation  of  all  the  expenditure  accounts  should  be  mado 
at  the  end  of  the  distribution  of  material  book.  The  accounts 
should  be  entered  in  their  order,  commencing  with  the  operating 
and  ending  with  the  construction  and  miscellaneous  accounts. 
The  page  on  which  the  details  of  each  account  may  be  found 
should  be  given  in  the  column  provided.  The  recapitulation 
should  be  footed. 

In  case  credits  appear  in  the  recapitulation,  the  amount  to 
be  shown  should  be  the  difference  between  the  amount  of  the 
credits  and  the  amount  of  the  debits. 

As  a  matter  of  convenience,  and  to  insure  accuracy,  credits 
entered  in  the  recapitulation  should  be  made  in  red  ink. 

Except  as  otherwise  provided,  the  form  and  purpose  of  this  re- 
capitulation are  the  same  as  those  provided  for  labor  accounts. 

Following  the  final  recapitulation,  the  material  distribution 
book  should  be  certified  by  the  storekeeper  or  official  in  charge, 
the  certificate  being  as  follows,  viz.:  "I  hereby  certify  that  the 
foregoing  la  a  eorrect  distribution  of  material  disbursed  and  mis- 
eellaneons  expenses  incurred  during  the  month  named. ' ' 
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SECTION  FOREMAN'S  TRACK  MATERIAL  BOOK. 

All  material  transactloiifl  should  be  entered  in  the  foUowlnir  forma  by 
the  Section  Foreman,  in  accordance  with  the  Instructlona  given  below, 
and  promptly  at  the  cloae  of  the  month  this  book  should  be  completed, 
certified  to  by  the  Section  Foreman,  and  forwarded  by  first  mall  to  the 
Boadmaater. 

Upon  receipt,  the  Roadmaster  wHI  carefully  examine  the  book  to  see  that 
the  entries  herein  are  correct  In  accordance  with  his  knowledge  of  the 
work  done.  He  will  then  certify  to  it,  and  forward  it  to  the  DItIsIod 
Saperlntendent  for  use  In  making  his  material  distribution  book. 


MATBBIAL  RECEIVED  BT  SECTION  FOREMAN  DURING  MONTH. 

(Form  l)~In  this  blank  should  be  entered  in  detail  all  material  received 
by  the  Section  Foreman  during  the  month  (from  Purchasing  Agent. 
Storekeepers  and  others,  or  taken  from  track).  All  entries  should  be 
made  daily,  as  the  material  is  received.  At  the  close  of  the  month  the 
total  amount  of  each  kind  of  material  received  should  be  carried  to  the 
column  headed  "Received"  in  the  blank  intended  to  cover  the  use  to 
be  made  of  such  material. 

MATERIAL  FORWARDED  BY  SECTION  FOREMAN  DURING  MONTH. 

(Form  2) — In  this  blank  should  be  entered  In  detail  all  material  shipped 
away  by  the  Section  Foreman  during  the  month.  All  entries  should  be 
made  dally,  as  the  material  is  forwarded.  At  the  close  of  the  month 
the  total  amount  of  each  kind  of  material  forwarded  should  be  carried 
to  the  column  headed  "Forwarded"  In  the  blank  intended  to  cover  the 
use  to  be  made  of  such  material. 


ON  HAND  LAST  BEPOBT. 

On  the  first  day  of  the  month  the  Section  Foreman  should  enter  under 
this  heading  in  the  proper  blanks  the  total  amount  of  each  kind  of 
material  on  hand  at  the  close  of  the  preceding  month,  as  shown  by 
the  last  report. 

BECEIVED. 

Under  this  heading  In  the  proper  blanks  should  be  entered  the  total 
amount  of  each  kind  of  material  received  during  the  month.  This 
material  is  entered  in  detail  as  received  in  the  blank  headed  "Material 
received  by  section  foreman  during  month." 

rOBWABDED. 

Under  this  heading  In  the  proper  blanks  should  be  entered  the  total 
amount  of  each  kind  of  material  shipped  away  during  the  month. 
This  material  is  entered  in  detail  as  shipped  In  the  blank  headed 
"Material  forwarded  by  section  foreman  during  month." 

USED. 

In  the  proper  column  under  this  heading  should  be  entered  the  total 
amount  of  each  kind  of  material  used  during  the  month  for  the  pur- 
pose designated. 

ON  HAND  LAST  DAY  OF  MONTH. 

Under  this  heading  In  the  proper  blanks  should  be  entered  the  total 
amount  of  each  kind  of  material  on  hand  (not  in  use)  at  the  close  of 
the  month — the  amount  on  hand  being  ascertained  by  actual  inspection. 
This  amount  should  equal  the  amount  "On  hand  last  report"  plus  the 
amount  "Received"  during  the  month,  after  subtracting  the  amount 
"Forwarded"  and  "Used"  during  the  month. 
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SECTION  FOREMAN'S  TRACK  MATERIAL  BOOK— Cont'd 

"BEPAIB8  OF  BOADWAY." 

(Fomi  8) — Id  thtt  blank  shoald  be  reported  trensaetloiie  pertatDlnf  te 
track  material,  aa  per  artleleB  apedfled.  All  cbargea  to  the  aoeoimf 
"Repairs  of  Boadway"  eboald  be  reported  in  the  proper  colmnn  in  thii 
blank.  Any  articles  or  kinds  of  material  used  for  this  purpose  which 
are  not  included  in  the  printed  list  dMxild  be  written  In  the  blank  Unei 
proTided  for  this  purpose. 

"RENEWALS  OF  RAILS.** 

(Form  4) — In  this  blank  should  be  reported  all  transactions  pertaining  to 
rails.  Any  siaes  of  rails  not  Included  In  the  printed  list  shoald  be 
written  in  the  blank  lines  proTided  for  this  purpose.  All  dkaifes  to  the 
account  "Renewals  of  Rails"  should  be  reported  in  the  proper  eolnma 
in  this  blank. 

"RENEWALS  OF  TIES." 

(Form  5) — In  this  blank  should  be  reported  all  transactions  pertaining  to 
ties.  Any  slses  or  khids  of  ties  not  included  in  the  printed  list  Mioald 
be  written  in  the  blank  lines  prorlded  for  this  purpose.  All  charges  to 
the  account  "Renewals  of  Ties'*  should  be  reported  in  the  proper 
column  in  this  blank. 

"REPAIRS  AND  RENEWALS  OF  FENCES,  ROAD  CROSSINGS.  SIGNS  AND 
CATTLE  GUARDS." 

(Form  6)— In  this  blank  should  be  embraced  an  account  of  material,  as 
per  articles  specified  herein^  according  to  the  Tarious  headlngSL  All 
charges  to  the  account  "Repairs  and  Renewals  of  Fences.  Road  Cross- 
ings, Signs  and  Cattle  Guards"  should  be  reported  in  the  proper  cotaam 
In  this  blank.  Any  articles  or  kinds  of  material  used  for  this  purpose 
which  are  not  included  in  the  printed  list  should  be  written  In  the 
blank  lines  proTided  for  this  purpose. 

MISCIELLANEOnS  MATERIAL. 

(Form  7) — In  this  blank  should  be  entered  all  items  of  material  not  prop> 
erly  embraced  in  any  of  the  four  preceding  blanks.  When  any  of  this 
material  is  reported  used,  the  particulars  should  be  shown  in  the  blank 
headed  "Material  used  for  other  purposes"  or  "ICaterial  used  in  oon- 
struction  of  side-tracka,"  as  the  case  may  be. 

MATERIAL  USED  FOR  OTHER  PURPOSES. 

(Form  8) — In  this  blank  shoald  be  entered  in  detail  all  material  reported 
"Used  for  other  purposes"  in  the  preceding  blanks.  In  all  cases  the 
information  given  as  to  the  use  made  of  the  material  should  be  foil 
and  complete.  Whenever  material  is  used  for  repairs  of  balidlnga. 
interlocking  plants,  bridges  and  culverts,  etc..  the  location  and  name 
or  number  of  such  structure  should  be  given. 

MATERIAL  USED  IN  CONSTRUCTION  OF  SIDE-TRACEB. 

(Fbrm  9)— In  this  blank  shoald  be  reported  in  detail  all  material  nsed  fa 
the  construction,  extension  or  Improvement  of  side>tracka,  cross-over 
tracks,  spurs  to  industries,  etc.,  shown  as  "Used  for  construction  of 
side-tracks"  in  the  preceding  blanks.  A  separate  column  should  be 
used  for  each  track.  (Material  used  In  the  renewals  and  repairs  of 
sidings  shoald  be  charged  to  the  proper  "Operating  Expense*'  accooatt.) 

MATERIAL  RECEIVED  FROM  SIDE-TRACKS  TAKEN  UP. 

(Form  10)— In  thl«  blank  should  be  entered  in  detail  all  material  received 
in  taking  up  side-tracks,  cross«over  tracks,  Kpura  to  industrke.  etc.. 
a  oeparate  column  being  used  for  each  trsck.  This  material  shoold  also 
be  reported  in  the  blank  headed  "Material  received  by  section  foreman 
during  month."  and  in  the  other  blanks,  the  same  as  any  other  material 
received  during  the  month. 
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Formt 
MATEBIAL  BEOEXVED  BT  SECTION  FOREMAN  DTTRINa  MONTH. 
Section  Foremen  will  enter  in  detail  on  thla  Fonn  all  material  reoeired  (whether 
from  Pnicliaelng  Agent,  Storekeepeis,  or  taken  from  track),  and  at  the  end  of  the 
month  enter  12ie  itema  in  12ie  Beceiyed  colmnn  on  the  proper  form,  as  glTen  else- 
where herein. 


Date 


From  whom  Where  hilled  Car  Initials 


Beceived 


from 


and  Nnmb'B 


ARTICLES 


New 


Qoantlty 


Usable 


Scrap 
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MATERIAL  FORWARDED  BT  SECTION  FOREMAN  DURING  MONTH. 

Section  Foremen  will  enter  in  detail  on  this  Form  all  material  fonrarded,  and  aft 
the  end  of  the  month  carry  the  total  of  each  item  to  the  coiomn  Forwarded  on  tta» 
proper  form. 


Date 


To  Whom 
Forwarded 


Station 
Billed  To 


Car  Initials 
and  Nnmbere 


ARTICLES 


QUANTITY 


New    Usable    Samp 
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Font  7. 


MISCBLLANBOUS  MATBRIAI^. 

Malerlal  not  properlT  embnced  in  any  of  the  preceding  blanks  will  be  entered  _ 
Is  nied  will  be  reported  In  the  blank  headed  "Matertal  used  for  other  purposes,*'  or 
be  proper. 


ABTIGLES 


On  Hand 

Beport 

New    Usable 


BeoelTed 


New    Usable 


Forwarded 


New    Usable 


Ueed 


New    Usable 


Band 

KCTrlUgsMs. 
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MATERIAL  USED  FOB  OTHER  PURPOSSa 


FOXM  8. 


There  It  to  be  entered  In  detail  on  thU  form  ell  materiel  med  except  for  ''Repairs 
of  Boedwey/*  ''Renewale  of  Balle/*  **BenewaU  of  Ties,"  "Bepalrs  and  Benewala  of 
Fencee,  Boad  Croeelngs,  Slgne  and  Cattle  Qoards,**  and  **Conatniotlon  of  Side 
Tracki."  This  form  U  Intended  to  coyer  dlebnraementa  of  material  for  operating, 
eonttrnetion  and  other  aeconnta  not  corered  by  the  abore  named  blanka.  The  name 
of  the  aoeoont  most  precede  the  Iteme  In  each  Inetance,  ae  eay  "Bepalrs  Telegraph/* 
and  eo  on.  The  name  of  stmctore  ehonld  also  be  glyen  In  every  case.  The  material 
covered  by  this  form  Is  reported  as  Received  on  the  other  ^lanhs. 


WHAT  USED  FOB 


DESCRIPTION  OP  ARTICLES. 


Qnantlty 
used 

New     Old 
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MATERIAL  USED  IN 
CONSTRUCTION  OP  SIDE  TRACKS. 


FoBM  a 


In  this  blank  should  be  reported  in  detail  all  material  used  In  the 
construction,  extension  or  improvement  of  side  tracks,  cross-over  tracks, 
spurs  to  Industries,  etc.,  shown  as  ''Used  for  construction  of  side  tracks** 
In  the  preceding  blanks.  A  separate  column  should  be  used  for  each 
track.  (Material  used  in  the  renei^als  and  repairs  of  sidings  should  be 
charged  to  the  proper  ''Operating  Expense*'  accounts.) 


Ts^sss: 1 

Iffm^t^ 

b»t.tea>«l.arm.k. 

U«tfa  t^n^vdbaf^^tA^n 

T)«U<wapl«tod. 

tMMtltJ 

ASTICLKS  U8ED 

Umutltj 

QwDttl7 

Q—H, 

Q— .« 

Ntw 

Uaobl. 

K.. 

baablo 

N»w 

Uaablo 

New 

U«hle 

lfc«« 

IhaMr 

Aa«UBui.BU«.                                    Ho 

1 

Dm  PhtM.  aba.                                  No. 

BImUbcNo.    ah*.                             Pot. 

Bolta,  goMU  ntO.                                 No. 

Dolta,ai41ttirliefclMd.                       No. 

Balta,  tfMk.                                      Lto- 

rUlm.  fuurd  nil.  ib*.                         Na 

rUlon.  ipUt  iwiteh  ■)■•,                      No. 

rUh  PMm,  riso.                                  N«. 

Frail,  ■princ,  Ko.     ■!■«,                      No. 

Fnr.  rigid,  Nou     tit*.                         No. 

UMi  Cbaln,  itu,    kind                      No. 

NvtLooka.                                           No. 

Bafl  Biaoo^  alu,                                 No. 

Sorm.  lac,                                          ^^ 

8plk«,tiick,                                      Lb, 

8iiutH«ilchPM.t..dM.                       No. 

Split  Switch  illd*  pIstM.                       Me. 

BrmS-ItehhoollTutJ;                        No. 

Split  Svlteh  coDMethic  rodi .                 No. 

Split  tfvltcb  <1«  nit,  yo.  1.  M^uct,       No 

Split  Switch  tl«  wd.  No.  2.  eommoD,    No. 

Split  Stvlteh  tl*  rodi.  No.  3.  eMsinoB,    No. 

Stub  Bwltth  CoiuMctiiic  nA»                 Vc 

StubSvltchTUR^t.                            No 

SUp  Switch  Point*.                                   No. 

Step  Chain,  tlie.                                     No. 

Switch  SUDd..ki.d.                              No. 

TioPUtM,                                              No. 

Rmlla,  atMl      -lb.  p»r  yd..                     Ft. 

lUlla,  Iron      -lb.  p?r  t<1..                       Ft 

TlM.  tfoek.  kind,                                   No. 

Tin,  hoadbloeks.  ,h*      kind.                No. 

Tlai.  iwltcb.  sU,,                                     No. 

. 
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MATERIAL  RECEIVED 
FROM  SIDE-TRACKS  TAKEN  UP. 


FOBMIO. 


In  this  blank  should  be  reported  In  detail  all  material  received  In 
taking  up  side-tracks,  crosa-oyer  tracks,  spurs  to  Industries,  etc.,  a  sepa- 
rate column  being  used  for  each  track.  This  material  should  also  oe 
reported  in  the  blank  headed  ^'Material  receiyed  by  section  foreman  dur- 
ing month,"  and  in  the  other  blanks,  the  same  as  any  other  material 
received  during  the  month. 


Name  of  track. 

- 

Location, 

Use  made  of  track. 

ur,«thf".wjrrcS^r-)ft.                  I 

No.  of  order  authorizing  work, 

ARTICLES  RECEIVED 

QUANTITY 

QUANTITY 

QUANTITY 

QUANTITY 

QUANTIT  f 

UBASLt 

aCHAP 

UtABLf 

SCRAP 

USABLC 

•CHAP 

USASLB 

SCRAP 

USABLE 

SCRAP 

Angle  Bart.                             No. 

Base  Plates. 

Bolts,  track.                           Lbs. 

Fillers,  guard  rail.                    No. 

••       spirt  switch,                   •• 

Fish  Plates. 

Frogs,  spring,                          " 

..       rigid. 

Head  Chairs. 

Nut.locks, 

Rail  Braces 

Screws,  lag,                               •• 

Spikes,  track.                          Lbs. 

Split  Switch  Points.                No. 

-       slide  pbtes. 

heelplates. 

••        "        connecting  rods,  •• 

••        "        tie  rods. 

Stub  Switch  connecting  rods,  •• 

"         ••      tie  rods,               " 

Slip  Switch  Points,                   " 

Step  Chairs. 

Switch  Stands. 

Tie  Platea, 

Rails,  steel,        -lb.  per  yd..     Ft. 

"     iron.           

Ties,  track.                                No. 

••     headbtocks, 

"      switch.                             " 
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DISPOSITION  OP  SECTION  EOBEMEN'S  ACCOUNTa 

When  the  foregoing  returns  of  Section  Foremen  reach  head- 
quarters the  information  they  contain  that  is  required  for  writ- 
ing up  the  general  books  is  compiled  by  the  accountants  for  the 
whole  road,  or  for  different  divisions  thereof,  as  may  be  required. 
Thus  the  material  that  has  been  received  (tlvrough  the  Pur- 
chasing Agent  or  from  other  sources)  must  be  shown  in  detail 
so  that  it  may  be  compared  with  the  amount  charged  by  the 
Purchasing  Agent  and  others,  and  the  whole  audited  and  placed 
upon  the  books  to  the  debit  and  credit  of  those  concerned.  For 
in  bookkeeping  it  must  be  remembered  there  can  be  no  debit 
without  a  corresponding  credit,  and  vice  veria. 

The  scrap  that  has  accumulated  must  also  be  taken  up  and 
similarly  accounted  for,  so  that  it  may  be  charged  to  "Material 
on  Hand"  and  the  proper  account  or  accounts  duly  credited. 

A  statement  must  also  be  made  of  material  forwarded,  and  to 
whom  forwarded,  so  that  those  to  whom  it  is  sent  may  be  prop- 
erly charged  and  the  sender  credited  therewith. 

Thus  the  material  should  all  be  accounted  for  and  disposed  of 
on  the  books. 

Beside  this,  the  compiler  of  the  Section  Foremen's  returns  must 
also  prepare  statements  for  the  general  books  of  the  material 
and  labor  expended  upon  operating,  construction  and  other  ac- 
counts. Thus  the  amount  chargeable  to  "  Repairs  of  Boadway," 
'^Benewals  of  Bails,"  "Benewals  of  Ties,"  "Bepairs  and  Be- 
newals  of  Bridges  and  Culverts,"  "Bepairs  and  Benewals  of 
Fences,  Boad  Crossings,  Signs  and  Cattle  GuardS|"  ''Construc- 
tion of  Side- Tracks, ' '  and  all  other  general  and  specific  accounts^ 
must  be  given  separately  to  be  spread  upon  the  records. 

The  form  in  which  these  summarizations  of  Section  Foremen's 
returns  is  given  varies  on  different  roads,  and  it  is  not  material 
what  the  form  is  so  that  the  information  is  full  and  correct  and 
such  as  to  permit  of  a  proper  audit  of  the  accounts  and  a  clear 
understanding  of  them  by  the  Accounting  Officer, 
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Form2L 
A 

PURCHASING  AGENT'S  ORDER  FOR  MATERIAL. 


.19. 


(Triplicate  Form.) 
To 


Order  Number 

(Show  (he  above  number  oa  jronr  inToiee). 


Please   forward  the   material    specified   below   to    the 
Railway  CJo.  care  of 


at... 

If  you  cannot  deliver  the  material  promptly  notify  this 
office  at  once. 

Note.— No  cartaRe  paid  by  this  Company.  This  Company  will  not  be 
responsible  for  material  delivered  to  its  employes  without  an  order  from 
the  General  Manager  or  Purchasing  Agenr.  Alt  communications  regard- 
ing this  order  should  be  addressed  to  the  Furchasing  Aoekt. 

Invoices  In  triplicate,  on  this  Company's  forms,  should  be  sent  to  this 
oflSce  un  the  date  the  shipment  is  forwarded.  A  supply  of  blanks  for  this 
purpose  will  be  furnished  upon  application.  An  itemized  statement  of 
account  should  be  rendered  on  the  first  day  of  each  month,  including  all 
inyoices  for  material  delivered  during  the  previous  month. 


Quantity 


KIND  OF  MATERIAL. 


Price 


(The  namber  of  this  order  [given  abovej  most  be  marked  on  or  tasged  to  all  mntartS 
■hipped). 

Purchasing  Agent. 
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NOTICE  TO  CONSIGNEE  OP  FonuZ 

MATERIAL  ORDERED  BY  PURCHASING  AGENT. 


(Triplicate  Form.)  

Material  has  been  ordered  of 


.19. 


Order  Number. 


To  be  shipped  to  the  . . 
Railway  Company,  care  of. 


at 

This  notice  shoald  be  compared  with  your  requisition,  and  the  Pur- 
chasing Agent  promptly  notified  of  anv  discrepancies. 

In  case  the  material  Is  not  received  promptly,  or  if  any  of  the  material 
received  Is  defective  or  not  as  ordered,  please  take  the  matter  up  with  the 
Purchasing  Agent  at  once,  explalDing  the  circumstances  in  detail. 

The  number  of  this  order  should  be  given  in  all  correspondence  regard- 
ing same. 


.Purchasing  Agent. 
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PURCHASING  AGENT'S  REOOBD 
OF  MATERIAL  ORDERED. 
(Trtplioate  Form.) 


Order  Number. 
Record  of  Material  ordered  from 


To  be  shipped  to  the 

Railway  Co.,  care  of. 


at. 


2CEM0RANDA  CONCERNING  THIS  ORDER. 


fobms. 
c 


.19. 


Von.— By  th*  UM  of  oarbon  eSS 
(t>A,  B  and  C)  voMj  b«  filled  np 
MTlacelMloal  labor  aod  Insar 


of  oarbon  ■hoots  theae  tkreo  foi 
~    Ml  op  at  one  vrltlBg,  thai 
Insartns  aeooraey. 


.Parchaaing'  Agent. 
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Form  8l 
REQUISITION   FOR   TRANSFER   OF  MATERIAL  AND 

INVOICE  OF  MATERIAL  TRANSFERRED. 


.19.. 


Beqalsltlon  No.. 


DSAB  Sib:— BequlBiaon  Is  hereby  made  for  the  Material  called  for 
below: 

Please  send  without  delay  to at 


and  send  the  Inrolce  to at.. 


.19., 


Approved: 


Date,. 


.19. 


Date, 19.... 


Certified  to Date,.. 

Certified  to Date, 19.... 

NOTB:— Thlfl  bUnk  ■hoold  be  ii8«d  In  orderlncr  material— the  quantity  "Now  on  hand." 
*'I>ae  on  preTlooa  reqniaitiona"  and  •' Additional  qnantltr  wanted,"  and  ^'Klnd  of  material 
reqiaired"  belnff  entered  In  the  proper  places  hj  the  penon  maldng  the  requisition. 

Upon  reoeim  of  the  reaolaltion,  properly  approred,  the  offlolal  upon  whom  it  !•  drawc 
will  forward  the  material  In  aooordanee  with  the  dlreottone  siren  abore.  A  record  oC 
any  Iteme  which  cannot  be  supplied  at  once  should  be  made,  such  material  to  be  shipped 
as  soon  as  possible,  and  the  person  making  the  requisition  promptly  notUled  of  the 
probable  date  of  shipment. 

All  items  shipped  should  be  Inroloed  (on  this  blank)  to  the  proper  person,  as  directed 
abOTe,  showing  date  an  d  Initials  and  number  of  car  In  which  shipped,  and  quantity,  price 
and  amount  In  the  spaces  prorlded.   Before  forwarding  the  iUTOloe,  a  tUsnecopy  of  It 


should  be  taken  in  a  record  book  bjr  the  storekeeper,  or  offlolal  filling  the  requisition. 

The  person  receiving  the  lUTolce  should  ref^  It  to  the  person  to  whom  the  matei 
was  shipped— who  should  compare  It  with  the  record  of  material  recelred,  and  In  the 


erent  of  error  or  omission,  or  In  case  there  Is  any  Tarlatlon  or  deficiency,  either  In  qual- 
ity or  quantity,  the  account  must  be  corrected  accordingly  and  the  person  flUlng  up  the 
Invoice  notified. 


Quantity  of  Material 

Kind  of  Material 

Inroioeof 
Material  Shipped 

Date No.  Cat 

Initialfl 

How  on 
hand 

Dneon 

reqnl- 
sltlonf. 

Addi- 
tional 
quantity 
wanted 

In  ordering  material, 

please  keep  within 

space  set  apart  below 

Quantity 

Price 

Amount 

(This  la  one  of  three  forms,  the  other  two  being  "Notice  of  Material  ordered"  rslmilar 
in  form  to  No.  1— B1 ,  which  Is  sent  to  the  person  who  is  to  rseeire  the  materiia] ;  and 
••Bacoid  of  Katerlal  ordered"  [similar  in  fonn  to  No.  1—0],  which  is  retained  by  the 
penon  naking  the  requiiitioa.) 


440 


APPENDIX  D. 


3 


P4 


a 

o 

4; 

1^ 

o; 

^ 

«fH 

V 

O 

CO 


a; 
> 


^ 


1 

1 

i 

H 

W 

O 

2 

APPENDIX  D. 


441 


Form  6 
ORDER  ON  STOREKEEPER  FOR  JOURNAL  BEARINGS, 

TOOLS  AND  MISCELLANEOUS  SUPPUES. 


.19. 


To  Storekeeper  at 

Dear  Sir:— Please  deliver  to. 


at without  delay,  articles 

as  specified  below : 


QnttUtj 
on  band 

Ntansd* 

DISCBIPnoR  OP  ARTICLBS 

QiuuiUtr 
Iwivby  ordered 

PLEASE  NOTE  THOSE  RETURNED,  AND  ACKNOWLEDGE 
RECEIPT  THEREOF. 


Charge  to 

(  *The8e  articles  were  returned 


tamed  \ 
19....  V 
)  J 


.Car  No )  Signature 


NOTS.— The  '*  Record  of  tupplles  ordered  from  storekeeper/'  In  form 
generally  similar  to  the  above,  may  be  filled  up  simultaneously,  by  the 
use  of  carbon  sheets,  and  retained  In  the  book  as  a  record. 
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Form  d— OoirTiiriTED. 

DINING  CAR  CONDUCTOR'S  TRIP  REPORT— Continued. 
Dining  Car  Conductor's  Inventory  op  Equipment. 


ARTICLES 

On  Hand 

from 
last  Trip 

Supplied 
by  store- 
keeper 

On  Hand 
at  End 
of  Trip 

Brokbn  on  Trip 

Quantity' 

Value 

China  ware.. (In  detail) 
Silverware..         *• 
Glassware...        *' 
Kitchen    and    Pantry 
Equipment  (In detail) 
Miscellaneous    Equip- 
ment (In  detail).,.... 

1 
1 

Summary  op  Trip. 


Supplies  Consumed 

Value 

Meats 

Poultry 

Game 

Fish  and  Oysters 

Fruits 

Vegetables 

Butter,  Eggrs,  etc 

Bread,  Flour,  etc 

Miscellaneous 

Wines  and  Liquors 

Cisrars,  etc 

Breakages 

Total 

Receipts 

Amount 

For  Wines  and  Liquors 

"    Cigars 

Meals  served  a  la  Carte 

Meals  served  at  $ etich 

Trainmen  served  at  $ each 

Lunches  served 

Total 

1 

Remarks. 


Conductor. 
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REQUISITION  ON  SHOP  FOREMAN  FOR     ^^2^^- 
MANUFACTURE  OP  MATERIAL. 

Lot  No 

(Quadruplex  Form  )  ^^^^ jg 

The  Foreman  under 

will,  upon  approval  of  this  requisition  by  his  superior  officer,  at  once 
manufacture  vbe  following  articles  for 

at. 

on  account  of  req u isi  uon  of No and  noUf  j 

me,  throutfh  his  superior  officer,  as  soon  as  completed. 

Ail  raateriui  and  lab  >r  expended  thereon  should  be  charged  to  above 
lot  number.    Any   material  charged  to  this  lot  number,  but  not  used 
thereon,  also  any  credits  oti  account  of  scrap  or  other  material  received 
from  sam'^.  should  be  reported  to  the  Storekeeper  without  delay. 
Approved Storekeeper. 

Norn— This  requisition  should  be  sent  directly  to  the  official  in  charge 
of  the  shop  for  his  approval,  and  for  transmission  by  him  u>  the  Foreman. 
Each  Foreman  through  whose  hands  this  requisition  passes  should  note 
thereon  in  the  place  provided  t  lo  date  received  and  date  completed.  As 
soon  MS  the  articles  hereby  ordered  are  completed,  they  should  be  deliv- 
ered to  the  Storekeeper  and  his  receipt  talcen  therefor;  notice  of  such 
delivery  (form9-A)  snnuld  be  sent  to  the  General  Foreman.  Upon  final 
completion  of  the  work,  the  Foreman  last  in  charge  of  same  should 
return  this  requisition  to  his  superior  officer,  who  will  transmit  same  at 
once  to  the  Storekeeper. 


Quantity 

ARTiri^ES 

RECORD  OF  ^'HOP  FOREMEN 

LOOOMOTIVK  DBPARTMVNT 

Shops 

Date 
Received 

CftMplitod 

Machine . . 

B  i'.er 

BUcksmith . . 

Tank 

Tin 

Paii.t 

Foundry.. 

CarDbpartmknt 

TOaiia'S  RIPORTOF  liTiaiiL  HlKUFiCTURED 

Shops 

Date 
Received 

C«mpl6Ud 

Date 

DisposiTruN 

Planinir- 

Cabinet... 

BlMkiinitk. 
Passenger 
Tin 

( 

Paint 

Machine. 
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GENERAL  FOREMAN'S  RECORD  OP        ^^^  ^* 
REQUISITION  FOR  MANUFACTURE  OF  MATERIAL. 

Lot  No 

(Quadruplex  Form.) 

Shops 19.... 

To , 

A  requisition  has  this  day  been  made  on  you  for  the 
manufacture  of  the  following  articles  for 

at 

on  account  of  requisition  of No 

Charg-e  all  material  and  labor  expended  thereon  to  above 
lot  number,  and  notify  me  when  the  work  is  done. 

Storekeeper. 

NOTB.—This  form  should  be  sent  to  the  official  in  charge  of  the  shop. 
for  his  information  and  to  be  retained  by  him  as  a  record 


Qustty 

ARTIOLBS 

Requisition  approved  and 
sent  to 

!».... 

Work  completed  and  8tor» 

keeper  notified. 
19.... 

Statement  of  cost    exam- 
ined,  approved    and   re- 
turned to  Storekeeper. 

10 
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STOREKEEPER'S  RECX>RD  OF 
REQUISITION  FOR  MANUFACTURE  OF  MATERIAL. 


Form  7. 
O 


Lot  No. 


(Quadruplex  Form.) 


.Shops. 


.19. 


A  requisition  on , 

has  this  day  been  made  for  the  manufacture  of  the  following- 
articles  for at 

on  account  of  requisition  of No 


Upon  completion  of  the  work  the  cost  thereof  should  be  accurat4>l7 
ascertained,  and  charge  made  to  the  proper  accounts.  Any  apparent  dis- 
crepancies in  cost,  as  compared  with  cost  of  similar  articles,  should  be 
carefully  investigated. 


.Storekeeper. 


Note.— This  form  will  be  used  in  the  Storekeeper's  office  as  a  record  of 
the  cost  and  of  the  disposition  made  of  the  charges  on  account  of  the 
articles  ordered  on  above  lot  number. 


QauiUty 

Articles 

Uequlsltion  completed  and  original 

rciurned  from  shops 
19.... 

Material  Invoiced 

To  whom 

Date 

Amount 



1 

^,  J 

1 

1 



t 

1 

RECORD  or  COST  OF  IBOYl  XinRIlL 

AU    VyUArtULU   yji^K 

To  wliat    , 
Account 

Date 

mUriftl  (as 

Ubor  (u  p 

Total   . 

ptrFormlO,    | 

Aa.ount 

if  Form  11) 

' 

s 

ATtng«prict | each 

1 

i 

1  , 

AFPENDIZ  D. 


447 


STOREHOUSE  FOREMAN'S  RECORD        ^o^7. 

OP  DISPOSITION  MADE  OP  MATERIAL 

MANUFACTURED  AT  SHOPS. 

Lot  No 

(Quadmplex  form) 

Shops 19. . . . 

A  requisition  on ,-. , 

has  this  day  been  made  for  the  manufacture  of  the  following^ 

articles  for at  I 

on  account  of  requisition  of No 

Upon  completion,  delivery  or  shipment  should  forthwith  be  made  as 
above,  unless  otherwise  ordered.  If  for  any  reastm  shipment  is  made 
otherwise  than  as  directed  above,  the  facts  should  be  stated  below  in  the 
oolumn  headed  *'  Remarks,"  and  all  persons  interested  duly  notified. 

Storekeeper, 


Note.— It  is  designed  that  requisitions  on  shop  foremen  for  manu- 
facture of  material  should  be  made  by  the  Storehouse  Foreman.    This 
form  will  be  retained  in  the  book,  as  the  Storehouse  Foreman's  Becord. 

QuanUty 

ARTICLES 

Date  the  reqalxlUon  wm  flnall  j  flll«d 

19 

• 

HECOBD   OP  HATERIAL    SHIPPED   ON  ABOVE    ORDER 

DATE 

CAR 

MATERIAL 

REMARKS 
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REPORT  OP  MATERIAL  ORDERED         Fomia 
ON  ANNUAL  REQUISITIONS  MANUFACTURED 
DURING  MONTH  OP 19... 

NOTB.~At  the  close  of  eaoh  month  the  foreman  in  charge  of  the  work 
should  report  hereon  the  material  completed  during  such  month  on 
account  of  annual  requisitions,  this  report  to  be  used  hv  the  storekeeper 
in  oomputinff  the  average  cost  of  such  material  for  the  month  named. 
The  report  should  he  maoe  in  duplicate,  one  copy  being  sent  to  the  store- 
keeper, and  one  to  the  official  In  charge  of  the  shops. 


LOT  KO. 

QUAKTITY 

DKSCHIFTION  OP  MATERIAL 

• 

Foraioan 
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REPORT  TO  GENERAL  FOREMAN         ^^"^  ®- 
OF  MANUFACTURED  MATERIAL  DELIVERED 
TO  STOREKEEPER. 
CDuplIcate  Form.) 

Shop, 19. . . 

The  following'  completed  material,  manufactured  on  lot 

number has  been  delivered  to  Storekeeper  to-day: 


.Foreman. 


NOTS.— By  the  use  of  carbon  paper  the  ^'Report  to  freneral  foreman 
of  manufactured  material  delivered  to  btorekeeper"  and  the  **  Receipt 
for  manufactured  material  delivered  to  storekeeper"  may  be  filled  up 
at  one  writing. 


4d0  APPENDIX  D. 


SHOP  FOREMAN'S  RECEIPT  FormSL 

FOR  MANUFACTURED  MATERIAL  DELIVERED 
TO  STOREKEEPER. 

(Duplicate  Form.) 

Shop, 19. . . . 

To  Storekeeper: 

Please  acknowledge  receipt  of  following  material,  manu- 
factured on  lot  number ,  delivered  to  you  today: 


.  Foreman. 


Received: 

Storekeeper. 

Note,— Upon  receipt  of  the  above  described  articles  the  Storekeeper 
should  sign  this  receipt  and  return  it  to  the  Shop  Foreiran,  who  should 
then  HttfiM:h  it  to  the  **  Requisition  on  Shop  Foreman  for  Manufacture  of 
MaterlaL" 
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STOREKEEPER'S  RECORD  OF  Form  10. 

MATERIAL  USED  IN  MANUFACTURE  OF 
MATERIAL  AT  SHOPS. 

Chargeable  to  Lot  No 

Description  of  articles  to  be  manufactured 

NoTV.— All  material  used  in  the  manufacture  of  the  articles  ordered 
on  above  lot  number  should  be  entered  on  this  form  from  day  to  day  as 
the  expenditure  occurs,  forming  the  basis  finally  for  determining  the  cost 
of  the  goods  when  manufactured.  Any  material  charged  to  the  above 
lot  number,  but  not  used  thereon,  also  any  credits  on  account  of  scrap 
or  other  material  received  from  same,  should  be  i-ntered  below  In  red  Ink 
and  deducted  from  the  totji  1  amount  charged.  In  addition  to  the  material 
used  on  the  above  lot  number,  the  amount  chargeable  for  the  inspecting, 
handling,  etc.,  of  the  material  so  used  should  be  entered  hereon  and 
iiicludedasapartof  the  cost;  such  amount  80  added  should  be  credited 
In  the  distribution  book  to  the  account  or  accounts  to  which  It  was 
charged  in  the  first  place. 


Dat* 

Numbei 
or 

PIMM 

DESCRIPTIOX  OP  MATBRIAL 

Wet(ht 

5= 

PriM 

Amount 
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STOREKEEPER'S  RECORD  OP  Form  U 

LABOR  EXPENDED  IN  MANUFACTURE  OF 
MATERIAL  AT  SHOPS. 

Chaxg-eable  to  Lot  No 

Description  of  articles  to  be  manufactured 

Note.— All  labor  expended  in  the  manufacture  of  the  articles  ordered 
on  above  lot  number  should  be  entered  on  this  form  from  day  to  day  as 
the  expenditure  occurs,  forming  the  basis^flnally  for  determining  tlie 
cost  of  the  goods  when  manufactured.  In  addition  to  the  labor  directly 
expended  on  account  of  the  above  lot  number,  the  amount  chargeable 
for  the  proportion  of  time  of  foremen,  unslcilled  laborers,  etc.,  on  account 
of  same  should  be  entered  hereon  and  included  as  a  part  of  the  cost;  such 
amount  so  added  should  be  credited  in  the  dlstnbution  book  to  the 
account  or  accounts  to  which  it  was  charged  in  the  first  place. 


T= 

n 

WORKMAN 

FkaM 

RATS 

1 

DATS 

Chk. 

Ompirttai 

AMOUHTI 
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STOREKEEPER'S  REPORT  OF  COST       Form  12. 
OP  MATERIAL  MANUFACTURED  AT  SHOPS. 

Shops 19. . . . 

Description  of  articles 


Lot  No dated 19. 

Completed 19. 


.  Department 


MATERIAL 


LABOR 


Quantity     Description 


•_.       4  ,  JCh«ck  Now  of -.  ,      Ko.ofPoo 

Price  Amount  H   Workman    0«»l«t»n   or  Hoars  Bato  Amount 


Total  coot,  $ Average  price,  $ each 

Last  preceding"  averag-e  price,  date 19. . . .,  S each 

Present  purchase  price, $ each 

Examined  and  approved: 


General  Foreman. 


Signed: 


Stor«'keeper. 


Note.— Upon  completion  of  a  lot  number,  thu  expenditures,  as  shown 
on  the  '*Storekt;eper's  record  of  material  used  in  manufacture  ^^t  maie- 
riat  atshnps*'  andthe  ^'Storekeeper's  record  of  labor  expanded  in  manu- 
facture of  material  at  shops.'*  should  be  summarized  on  this  form,  show- 
ing the  total  quantity  ana  cost  of  each  kind  of  material  used,  and  the 
t<aii  charire  for  time  worked  by  each  employe.  This  report  should  be 
ina<i'«  i  I  duf.  Vate  (by  the  use  of  carbon  8heet.«>),  and  both  copies  should  be 
sent  to  the  official  in  charge  of  the  shops.  If  up«>n  examination  he  finds 
bame  to  be  correct,  lie  should  approve  the  original  (first  copy)  and  return 
It  to  th**  storekeeper;  otherwise  the  report  f«huuld  be  returned  for  correc* 
lion.  The  duplicate  should  be  retained  by  the  jreneral  foreman,  and 
attached  to  the  *'OoneruI  foreman's  record  of  requisition  for  manufac- 
ture of  material." 
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INVOICE  OF  MATERIAL  PURCHASED.     Fobm  14. 

By  the Railway  Company 

Prom at 

For  the  following  supplies  sent  to 

At 


Per  Purchasing'  Aj^ent's  Order  No dated. 

Shipped  in Car  No From 

(C»r  Initiate.) 

Terms  of  Sale F.  O.  B 


...1». 


Inroloe  must  be  mailed  to  the  Purchasing  Agent  on  the  same  day  that 
the  material  is  shipped.    Number  and  date  of  order  must  be  giyen  in  all 


T>ateof 
Shipment 


QnanUty 


Kind  of  Material 


Amount 


To  Storkuespsb:  Upon  receipt  of  the  mate- 
rUl  thia  inrolco  must  be  dated  and  ulRued. 
and  r«tnnie.i  to  the  Porchaslnir  Agent.  If 
anT  of  the  material  is  of  Inferior  qnalltr  or 
deoeient  in  qnantltTi  the  facts  moat  be  fully 
and  explicitly  noted  In  Ink  upon  the  ftee  of 
the  tuTolee. 


^  Prices  examined  and  extensions 
checked. 


.19. 


Material  recelyed 

Storekeeper. 

(This  is  one  of  three  forms,  the  others  being  "Storekeeper's  record  of 
inyolce  of  material  purchased"  and  **Puronasing  agent's  record  of 
inyoice  of  material  purchased."  Under  the  multiplex  system  these 
forms  are  written  simultaneously. 
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STOREKEEPER'S  MONTHLY  REPORT 
OP    SURPLUS    MATERIAL   ON    HAND. 


Form  22. 


At. 


Date. 


.19.. 


Storekeeper. 

NOTS.— This  report  Is  to  be  made  in  triplicate,  by  use  of  carbon  sheets, 
on  the  20th  of  each  month  (or  oftener  when  rpquired)  by  storekeepers  and 
others  In  charge  of  material  and  supplii  s.  One  copy  should  be  eeut  to  the 
General  Storekeeper,  one  copy  to  the  Purchasintp  Agent,  and  the  third  will 
be  retained  as  a  record  bjr  the  maker.  The  report  must  Include  all  new 
and  usable  surplus  material  un  hand,  whether  such  material  has  been  pre- 
vionslv  reported  or  not.  All  material  should  be  fully  and  accurately 
described.  No  surplus  material  will  be  moved  from  one  division  or  store- 
house to  another,  nor  sent  to  the  general  storehouse,  except  upon  orders 
from  the  General  Storekeeper. 


New 

Usable 

ARTICLES 
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STOREKEEPER'S  MONTHLY  REPORT  OP  Form  ts. 

SCRAP  ON  HAND. 
Storehouse 19 


Qnaiititj 


Kind  of  Scrap 


Allele  Bars  and  Splices. 

Ashes,  Brass. 

Axles  (Oar  and  Bnglne). 

Axles  (Old  Driving). 

Bagging,  old. 

Barrels,  good  Kerosene. 

-     Blac    Oil. 

*     Signal  Oil. 
"      one  headed. 
Boilers,  old. 
Bolts,  Nuts  and  Spikes. 
Books,  old  Scrap. 
Borings,  Oast  and  Wrought 

"        Olean  Oast  Iron. 
Brass,  Scrap. 

Turnings  and   Bor- 

Bii  mpers.  Wrought 

Bumpers,  Oast,  Wro*t  and 

Wood  (bolted  together). 

Oopper. 

*        Fines,  Oleaned. 
CJarboys. 
Drillings,  Greasy  Wrought 
Files. 

Flues.  Iron. 
Glass,  broken. 
Hoops,  Barrel. 
Iron,  Angle. 

-     Boiler. 

**     Burnt  Wrought. 

"     Oast. 

••     Oast     and     Wroughtl 
(bolted  together). 

•  Oast,  Burnt 

*  Light  Sheet  and  Steel. 

mixed. 
"     Wrought    and    Steel 

mixed. 
"     Malleable. 
"      Tank. 
"     No.  1  Wrought 

Lead,  Sheet  and  Pipes. 
Leather,  Scrap,  new. 
Matting,  old. 
Netting,  Brass  Wire. 
Paper,  old. 

«       -    Tissue. 


Qojiatity 


Kino  of  Scrap 


Pipe,  Wrought  Iron. 
Plates,  Frog. 
Punchings,  Iron. 

**  *    and  Steel. 

Rags  and  Upholstery  Scrapi 
Rail  Iron  Scrap. 
"    Steel     -     under  S  ft. 

*  •*         •*     6  ft  and  un- 

der. 
Rail  Steel  Scrap,  5  ft  and 

over. 
Rail  Steel  (Frog  and  OuardX 
Rope,  old. 

"   Tarred. 
"   Wire. 
Rubber  ^rings. 

Safes,  old. 
Steel,  Oast 

*    Brake  Shoes. 

•*    Frog  Points. 

-  Orank  Pin. 

-  Firebox. 

"       and  Boiler. 
"     Light  Sheet 
"     Spring     Heavy     Oc^ 
Spiral. 
Spring,     Light     Ootl 
Spiral. 

-  Spring  (FlatX 

•  Tires. 
■     Tool. 

Splinters    and    Oltppinos, 

Rail,  Iron  and  SteelT 

Stay  Bolts,  Punchings  and 

Rivets. 
Tickets.    Pasteboard    (cut 

up). 
Turnings,  Axle. 

"         Oountry,  mixed. 
Iron,    wrought* 
clean. 
*         Steel,  clean. 
"         and   Borings, 
greasy. 
Wire. 

Wheels,  Car  and  Engine. 
Zinc,  Sheet 


NoTR.— A  report  in  form  similar  to  the  above  should  be  made  monthly 
(or  as  often  as  required)  by  sub-storekeepers  to  the  General  Store- 
keeper, who  will  in  turn  summarize  it  in  a  report  to  the  Sales  Agent  and 
other  officials  Uiterested.  It  is  a  good  practice,  however,  when  a  carload 
(or  considerable  quantity)  or  any  particular  kind  of  scrap  has  aocuma- 
lated,  to  report  it  to  the  proper  official  at  once,  so  that  he  inay  make 
immediate  disposition  of  Itlf  the  interests  of  the  company  require. 
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FOBM  35 

FORM  OF  OIL  AND  WASTE  TICKETS  USED  ON  ENGINES. 


4  PIMT8 

<>  Am. 

A  A  P     OIL            1 

\^  #%  n         DELIVERED 

»m^^  1 

DoH, 

too 

1 

fiMlAMM. 

12 

• 

4  PJNT8 

CAR        DELIVERED 
la 

A«#»Vie  1 

Date, 

,«.,            1 

Pnginamr^ 

8 

4  PINTS 
to  Eng. 

OAR         DELIVERED 

Smmm^s^X 

Oaf; 

lao 

1 

4 

4  PINTS 

CAR         bELIVEREO 

^                                                                             1 

Oa§a, 

too 

i 

Enaineat*. 

0 

■   —       *» 

NOTB.— Engineers  are  provided  with  a  book  containing  a  supply  of  tlckeis 
of  this  form  for  each  kind  of  oil  and  waste  used  by  them. 

Tickets  corresponding  to  the  kind  and  Quantity  of  supplies  reoelTed  are 
detached  from  ihe  book  by  the  engineer  and  given  to  the  storekeeper.  The 
engine  number,  class  of  service,  and  date  should  be  entered  on  each  ticket 
by  the  engineer,  before  it  is  given  to  the  person  delivering  the  oil  or  waste. 

For  convenience  In  accounting,  the  tickets  for  the  various  kinds  of  oil 
and  waste  are  printed  on  paper  of  dlfTerent  colors.  The  tiekets  are  also 
numbered  in  order,  so  that  the  number  on  the  first  unused  ticket  In  the  book 
will  designate  the  quantity  used  during  the  month. 
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AGENTS  DAILY  REPORT  TO  PURCHASING        FORM  S8i 
AGENT  OF  GOAL  RECEIVED.  DISBURSED  AND  ON  HAND 
AT  LOCOMOTIVE  COALING  STATIONS. 

Station. 

Twenty-four  Hours  Ending:  at P.  M 19. . . . 

Number  of  Cars  Received,  

Number  of  Cars  Unloaded,  

Number  of  Cars  on  hand  to  Unload,  

Number  of  Tons  of  Coal  Received,  

Number  of  Tons  of  Coal  Disbursed,  

Number  of  Tons  of  Coal  on  hand,  viz: 

In  Cars,  

In  Chutes,  

In  Storage  Shed,  

Piled  on  Ground,  

Total,  

Remarks 


Signed: 


Agent. 

NoTx.— This  report  should  be  sent  daUy  to  the  Purchasing  Agent,  in 
order  that  he  may  arrange  the  distribution  of  the  ooal  received  irom  mines 
according  to  the  needs  at  each  point. 
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AGENT'S  DAILY  REPORT  TO  GENERAL  Fobm» 
STOREKEEPER  OF  COMPANY'S  CX>AL  RECEIVED 
FROM  MINES  OR  CONNECTING  LINES. 

Station 19 

Name  of  coal  company  from  which  received  . 


NOTB.— This  blank  is  to  be  used  hj  Asrents  In  reporting  to  the  Genersl  i. 

dallj,  all  Company 'm  coal  received  from  mines  or  connecting  lines.  It  U  need  bj  the  Qen- 
eral  Storekeeper  in  checking  inTOioee  received  for  coal  purchased.  Partlcnlar  care  must 
be  taken  to  gfve  correct  car  nomber  and  weight,  and  when  original  way-bill  shows  that 
the  load  has  oeen  transferred,  the  fact  most  be  noted  hereon.  A  separaUi  report  nbouid 
be  made  for  coal  received  from  each  different  companj.  The  colnmn  headed  ■* Invoice 
Number"  should  be  left  blank,  for  upe  of  the  General  Storekeeper.  This  report  ahoald  be 
footed  and  an  Imprension  taken  of  it  for  a  record  in  the  olHce  of  the  Agent,  before  for- 
warding Mune. 


WBEEZ  SHIPPED 


WAY-BILL 


NUMBER   [N'ITIAL£  VUMBBB 


OAR 


OAR 


INVOICE 
NUMBER 


.Agent. 
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AGENT'S  MONTHLY  REPORT  Form  aa 

TO  GENERAL  STOREKEEPER  OF  COAL  AND 
WOOD  RECEIVED  AND  FORWARDED. 


.Station, 19. 


NOTS.— This  report  should  be  forwarded  to  the  General  Storekeeper 
on  the  1st  day  of  each  month  (whenever  there  is  business  to  reportX_an 
impression  copy  being  taken  for  a  record  in  the  oflSce  of  the  Agent.  Re- 
ceipts and  shipments  should  be  shown  separately. 

It  should  embrace  all  fuel  for  company's  use  received  or  forwarded 
during  the  month  at  the  station  named,  irrespective  of  to  whom  originally 
consigned.  Including  amounts  which  are  re-snipped  or  otherwise  disposed 
of.  It  should  not,  however,  include  fuel  which  is  forwarded  to  other  sta- 
tions on  the  original  billing,  nor  Blossburg  (blacksmith)  coal  for  use 
at  shops. 

Fuel  originallv  consigned  for  oommercial  use,  and  through  error  or 
otherwise  taken  for  company^s  use,  should  be  shown  on  this  report.  The 
particulars  of  the  transaction  should  be  stated  in  full,  and  a  copy  of  the 
way-bill  on  which  it  was  rect^ived  should  be  attached  hereto. 

In  the  event  any  company  fuel  is  received  without  regular  way-bill, 
the  receiving  agent  should  at  once  request  billing  from  the  forwarding 
agent.  In  case  forwarding  agent  is  not  Known,  the  receiving  agent  should 
notify  the  Division  Supenntendentof  the  facts  in  the  case,  and  ask  that 
regular  billing  be  furnished.  Such  fuel  should  be  included  in  the  report 
for  the  month  in  which  it  is  received,  estimated  weights  being  used  in  the 
absence  of  way-bills.  Correct  way-bill  weight  ana  date  ana  number  of 
way-bill  should  follow  the  report  as  soon  as  possible. 


DATE 


Received 
from 


Shipped 
to 


Car 

Initials 


No.o{ 
Car 


No.  of 
WaybiU 


Pounds 
of  Coal 


Cords 
of  Wood 


472 


APPENDIX  D. 


S3 

I 

fa 


a 

H 

P 

GQ 


2 

o 

1 

II 
n 

A 

1 

Is 

1^ 

f 

1 

1 

! 

1 

1 

1 

. 

12 


5=1  al 

£3  ^^ 

III 

nu 

ll    1 


APPENDIX  D. 


478 


be 


g 


I 


1^ 

go's 

go  «» 

O 

GO 

H 


lu 

pi 

llJ 

|I2 

1 

^ir^isifi  ill  iS|  J    « 

Q   X   n  ea  n  ce   a  nea     n 

: 

> 

iS3 

1 

Hi 

ili 

iiJ 

1 

1  lip  i 

llfll  £ 

111!  1 

II 


i: 


5 


APPENDIX  2). 


V^ 


11 


I 


r 


5 

Si 

IS 

I 

Si  t>^ 

H 

« 


t 


tl 


o 

S 

s 


o 
-8 


I 


1 


I 

I- I 


O 


a 

J 


D 

H 

O 


'■2s, 


•^"0  t*-  u.  m 


APPENDIX  D. 

n  n  II 


Ml 

h  C  3 


5 

i 


-I 

CO 


ll 


Ifs's  ail  gs 

ea<^X    Sot 

Ig'. 


a? 

ll 


It 


S<Q  S  n  ^ 

^  ^  ^  2^ 

*  S     S  * 


S  L,  E 


'St* 

-3  W  9  3  B  * 
u  u  h  E      * 

o-r  =!_-,  *j'^ 


SB  '-*  dS  aiS         a  ^  &^  ^  *"^  Ctrt 


3 

I 


0) 


f --S ■5.S S S-s  SjL-gl^  J  g  B 


^  u 
C 


aiSS^ 


<5'>    -^^    -^J 


1^ 


475 


476 


APPENDIX  D. 


28 

i 

6) 


h3 

o 
>^ 

P 

So 

g> 

Wit) 

wg 

PJQ 

i 

O 
t— I 

CO 

t— I 

> 

Q 


►  ^2     H 
©  5       e 

g 

2s*    5 


5     j£ 


o 


.3  ^  ^  k  I  a 

»a  ^  i-  :i  .  ft 
d    "^  ^  —  3  * 


g2 


4^ 


QQ 


APPENDIX  D. 


477 


s 

em'opwa 

£ 

saoHPwa 
jeqmiiK 

8»oHeAn 
jGqnmK 

PWjl 

joJoqmnK 

J«0 

jOJoqnniK 
pnBBiBpnii 

H 

W 

JoqranK 

<nwoqii 

1 
s 

1 

o 

moij  oieqA^ 

1 

§ 

1 

OJn^Bdtj(x    ¥ 

««a 

63[IVtD93 

ma-^M 

nopoie^Q^ 
oqo»8o&iwqo 

oien  po^ooi 

s 

1 

1 

1 

1 

CO 

CO 

1 

1 

1 

1 

':  ■ 

o 

H 

1 

% 

joqnmK  lUH 
dpojopoea 

dooqgpvea 

dooqgoAii 
JoqnraK 

808JOHPve<i 

80UO£ 

JOAH 

478 


APPENDIX  D. 


MONTHLY  REPORT  TO  AOOOUNTINQ  DEPART-     Fobm37 
MENT  OF  SUPPLIES  RECEIVED  AND  EXPENSES 

INCURRED  AT  STOCK  YARDS. 
Station M..  . 


Date 


Name 


Description    Quantity    Price         Amount 


REVERaE  SIDE  I 

Monthly  Statement  of  Operations  of 

Stock  Yards  during  the  month  of J9.. 


QUAHTITY  or  FSBD  ON  HAND.  RKCVIVKD  AND  DlftBTTRIkBD 

Pounds 

Bedding 
Pounds 

Com 
Bushels 

Oats 
Bushels 

Quantity  on  hand  first  day 
of  montht ..........  

Quantity  purchased  during 
the  month 

Quantity    left    over    from 
amount  fed  during  month. 

Total 

Quantity  disbursed  during 
the  month 

Balance  on  hand  last  day  of 
month. 

VAiiUB  or  Feed  on  Hand  Last  Day  of  Month 


DESCRIPTION 

Quantity 

Price 

Value 

Hay Lbs. 

Beading Lbs. 

Com Bu. 

Oats Bu. 

ToUl 



■■MB 

Rbgapitulation  or  Operations. 


Talue  of  feed  on  hand  first  day  of  month. 
Add  amount  purchased  during  month. ... 


rotal. 


AOXiai ^. 

Less  amount  used  by  the  Company .1. 

Less  amount  on  hand  last  day  of  month S_ 

Value  of  feed  sold  during  month 

Wages  of  employes  at  stock  yards  during  month. . . . 

Incidental  expenses  during  month,  as  follows: 

Repairs  of  stock  yards $., 

Cost  of  feed  for  horses  at  yard $ . , 

Miscellaneous  expenses |^ 

Total  debit 

Receipts  for  the  month,  as  follows: 

Oollections  for  feed  sold S.. 

Collections  for  use  of  scales 9. , 

Miscellaneous  oollections f. 


\^\  forthe  month f 


.Foremaik 
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FOBM  12 

EMPLOYE'S  DAILY  REPORT  OF  DISTRIBUTION  OF 
SHOP  LABOR. 

(Motlye  Power  Department.) 


Datb^ 


Check  No.. 


Name.. 


NoTB. — ^ThiB  form  is  to  be  filled  out  by  the  employe  each  day,  giyinc  a 
detailed  aooount  of  the  work  performed  by  hmi. 

It  should  then  be  approved  by  the  foreman  and  forwarded  by  him  to  the 
timekeeper  for  entry  in  the  general  time  book. 


Hoaifl 
Worked 


Bngine  or  Other 
Aeooont  Worked  On 


REMARKS 


EXAIONBD 


FOREMAN 
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FOBM  64 

FOBEMAN'S  BEPOBT    OF  PIECE    WOBK   PERFORMED 
BY  EACH  EMPLOYE. 


Gbeck  No... 


Shop ............  .............ShoiK................. ....19 — ... 

Please  allow.................. ........ ....... .......^ ......... .... 

occapatlon........ ..nature  of  work. 


number  of  pieoea....... rate  per.. 


time  encaged  in  above  work  from ta. 


Charge  ta.— . 
Approved:  ••••  .. 


Foreman. 


Not*— This  report  is  to  be  made  by  the  foreman  for  each  employe  engaged 
on  pieoe  work.  After  being  approved  by  the  offloial  in  charge  the  report  is  senfe 
to  the  time-keeper  and  accounting  clerk  to  make  the  proper  allowance  of 
time  and  such  other  entries  as  are  necessary.  A  carbon  sheet  should  be  used 
and  the  copy  retained  by  the  foreman  for  his  record.  This  blank  may  be 
printed  on  colored  paper,  to  designate  It  readily  from  other  classes  of  labor. 
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Form  M 
LOCOMOTIVE  ENGINEER'S  REPORT  OF  TIME 
EMPLOYED  IN  YARD  SWITCHING. 

NoTs. — ^When  an  enRine  orewbenmnd  in  switehing,  a  report  of  this  ohar- 
•otttr  must  be  made  by  the  ensineer  at  the  dose  of  the  day's  servioe  and  Ior> 
warded  to  the  agent  (or  person  in  charge  at  the  point  where  the  work  was  per- 
formed), who,  after  approving  same,  will  forward  it  to  the  timekeeper.  If 
time  is  taken  for  meal,  one  hour  should  be  deducted  in  allowing  the  time  as 
shown  by  this  report. 


No.  of  Hours^ 


JBngine  No.  • 


Switching  at.. 


From o'clock M.      To o'clock M. 


Date 


Engmaer. 


.-19 


Firematu 


REBfARKS. 

Did  you  work  noon 
hour? 
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FOBM  50 

TARDMASTEB'S  DAILY  KEPOBT  OF  TIME  WORKED 
BY  SWITCH  YABD  CBEWS. 


At. 


^or  24  hours  endliiK. 


_o*eiook . 


-W^ 


Signed. 


NOTB.->Thia  report  ia  to  be  made  in  triplicate  (by  the  use  of  carbon 
sheets)  by  the  agebt,  yard  master  or  other  person  in  ohuge  of  the  station  or 
yard  where  switching  crews  are  engaged 

A  copy  should  be  sent  daily  to  the  DiTlslon  Superintendent  nod 
Storekeeper,  and  a  copy  retained  as  a  record  by  the  maker. 

TiMB  WOBKVD  BT  EHGIKBMBN. 


Engine 

No. 


Nameof  Engineer 


Name  of  Fireman 


York 


TliMQnit 
York 


Taknfcr 


fMAl 

Iran 
WMkti 


TiMB  WOBKBD  BT  TrAINM BB. 


Engine 
No. 


Name  of  Foreman 


Nameof  Helpers 


TiBMOoBI. 
IMBIWd 

York 


TiMQdt 
▼«rk 


Ikknbr 


Mai 
Iran 

Wdfkti 
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Form  00 
ENGINEMEN'S  MONTHLY  REPORT  OF  TIM£  WORKED. 


Nune. 


Oooupatioii. 


-19~ 


.JDiviaion. 


For  the  month  of 

NoTB. — ^This  report  ia  made  by  each  engineer  and  forwarded  to  the  time- 
keeper not  later  than  the  second  day  after  the  close  of  the  month. 

Miaoellaneoufl  time  is  intended  to  include  time  attending  law  suite  in- 
qqests,  dispatching,  watching  and  trying  engines,  or  other  time  not  actually  on 
road  or  engaged  in  switching  services. 

Delayed  and  overtime  should  be  entered  with  running  time. 


NAME  OF 

Dftte 

00 
UK 

From 

To 

li 

If 

BUNNINGTIltB 

FIRBMANOB 

*.J*«.Ii«.| 

Otte^iM 

ENGINEER 
<a8  case  may  be). 

i 

1 

i 

1 

'■ 

1 
2 
8 
4 
5 
6 
7 
8 
0 
10 
11 
12 
18 
14 
IS 
18 
17 
18 
10 
» 
tl 
» 
S3 
24 

I 

27 
28 
20 
80 
81 

TOTAI4. 

;                                : 

Send  Pay  Oheck  to.. 
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Fosjf  64. 

CONDUCTOR'S  REPORT  OF  WORK  TRAINS. 

NOTE— This  fonn  la  to  be  used  by  Condacton  of  Work  Trains,  and  they  will 
gtate  faUy  under  the  headine  "Nature  of  Work  Performed/*  the  kind  of  work 
and  for  what  purpose,  bo  that  the  proper  account  can  be  charged  with  the  coet  and 
other  partlciilars  known  to  those  concerned. 

Station 19 ,. . . 

Miles  ran 

Hours  worked 

Conductor hours  at amount 

Brakeman '*     •* •*      

Engineer •*     " «      

Fireman **     " **      

Watchman *•     " •«      

Labor  coaling  engines ** 

Coal tons  at * . .     «•      

Oil pints  at **      

Oil..^ "     " ••      


Total. 
Nature  of  work  performed 


No.  cars hauled 

♦•      "    unloaded  between . 


Average  cost  per  car 

Conductor. 
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STATEBfENT  OP  DEDUCTIONS  TO  BE  MADE       FORMl 
FROM  PAY  OF  EMPLOYES  ON  ACCOUNT  OF  BOARD. 

SUtion 19.. 


To. 


The  followlnfir  amounts  should  be  deducted  from  the  wages  of  the  per- 
sons named  below  for  the  month  of 19 

NOTB.— The  Company  will  not  undertake  to  collect  from  its  employes 
any  board  bills,  unless  the  employe  consents  that  such  amounts  oe  re- 
tained by  the  Company  from  his  wages. 

The  person  who  keeps  the  time  of  those  against  whom  board  is  to  be 
deducted  must  certify  to  the  correctness  of  the  amount,  and  no  board 
bill  will  be  considered  by  the  Company  otherwise^ 

Foremen  and  others  must  not^certify  to  deductions  hereon  for  any- 
thing but  board,  and  all  statements  of  deductions  must  be  sent  in  time  to 
reach  the  proper  oflScial  before  the  pay  roll  is  made— not  later  than  the  8d 
of  each  month.  If  reoeived  after  that  date  the  account  cannot  be  deducted. 

A  supply  of  these  blanks  will  be  furnished  agents,  from  whom  Boarding 
Masters  can  procure  the  number  required  by  them  each  month.  But  in 
furnishing  these  blanks,  or  accepting  the  same  after  they  have  been  filled 
up  and  certl6cd  to,  the  Company  does  not  assume  any  liability  to  such 
Boarding  Musters  or  others,  for  the  amount  specified  therein. 

In  connection  with  the  foregoing,  it  will  be  borne  in  mind  by  Foremen 
and  others  that  the  Company  is  not  to  be  burdened  with  the  expense  and 
labor  connected  with  the  collecting  of  board  bills,  except  in  tn«jse  cases 
where  employes  cannot  otherwise  obtain  board.  It  applies,  therefore, 
only  to  employes  temporarily  in  a  neighborhood,  such  as  those  engaged 
on  working  trains,  extra  gangs  employed  in  track  work,  3tc.,  etc 


NAME 

WORKED  FOR 

w5„ 

At     II 
What  1  Amoant 
Bate 

Iherebjaaihoriie 
to  bt  dedaeted 

1  hereby  certtfy  that  the  foreffoing  amoonta  \    OlRTIFIKD  TO  A8  OORBSCT: 
are  correct,  and  that  there  la  nothing  in-   I 
oloded  aboTe  except  for  board.  f    Foreman 

Boarding  Master.  {   Foreman 

Station  ,...  19....  J   Foreman 
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610  APPENDIX  D. 

[Back  of  Time  Ticket— Form  68.] 
AGREEMENT  UPON  THE  PART  OF  PAYEE. 


This  time  ticket,  apon  which  payment  for  wages  is  made,  is  ac- 
cepted by  me  in  full  payment  for  services  of  every  name  and  nature 

for  the . .  .Railway  Company,  or  companies 

owned  or  controlled  by  it,  up  to  and  including  the  time  specifled  herein. 

It  is  accepted  by  me  smbject  to  the  rules  and  regulations  of  the  Com- 
pany governing  its  issue.  I  agree  not  to  negotiate  it  or  attempt  to 
collect  it  through  any  bank  or  collection  agency,  but  to  present  it  In 
person  to  the  Paymaster  of  the  Company,  or  such  agent  as  may  be 
authorized  to  pay  it. 

It  is  also  understood  and  agreed  to  by  me.  as  witnessed  by  my  signa- 
ture hereto,  that  in  the  event  Ishould  lose  this  ticket,  or  it  should  other- 
wise pass  out  of  my  hands,  and  in  consequence  the  amount  called  for 
should  be  paid  to  a  wrong  person,  I  will  not  hold  the  Company  respon- 
sible for  the  amount 


Signature  of  payee,  i,  e.,  person  to  wham  this  ttcket  is  issued. 


WUness: 
Title:  ... 


RULES  GOVERNING  PAYMENT. 

NoTV.— When  a  time  ticket  is  presented  for  payment,  the  payor 
should  require  it  to  be  endorsed  by  the  payee.  If  the  endorsement  con- 
forms to  the  signature  of  the  payee  written  at  the  time  the  ticket  was 
delivered  to  him,  It  will  afford  corroborative  evidence  that  the  ticket 
is  presented  by  the  proper  person.  If  the  payee  cannot  write  and  his 
signature  is  by  mark,  in  addition  to  having  him  endorse  the  time  ticket 
the  payor  should  require  him  (if  unknown)  to  be  identified  by  an  Identi- 
fication Blank,  properly  filled  up.  When  the  ticket  is  sent  by  the  maker 
to  an  agent  to  be  paid  (and  the  agreement  printed  above  has  not  been 
signed  by  the  payee),  it  must  be  accompanied  by  an  Identification  Blank, 
properly  filled  up,  so  as  to  insure  the  amount  oeing  paid  to  the  proper 
person.  If  this  ticket  is  not  delivered  to  the  i>aycc  within  THIRTY  days 
from  the  date  hereof,  there  must  be  marked  across  it«  face,  '•Canceled— 
Not  Called  for'*;  it  should  then  be  forwarded  forthwith  to  the  Pay- 
master for  cancelation.  Before  paying  time  tickets,  agents  and  others 
must  carefully  study  the  rules  and  regulations  concerning  the  same. 
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REQUEST   FOR   TIME    TICKET.  Form  50. 

Not  Traksfbrabli  or  Nbgotiablk. 


Station, 19 

To 


This  is  to  Certify  that 

Occupation at 

is  entitled  to  i  Ume  ticket  for |  *day8^'  [  ^^^^ 

performed  by  him  in  the  month  of 19 ,  at 

the  rate  of per amounting  in 

all  to Dollars  ($ ) 

less Dollars  ($ ) 

to  be  deducted  on  account  of 

Why  this  ticket  is  issued 

Send  the  time  ticket  to 


*  Scratch  out  days  or  hours,  as  the  case  requires. 

Note.— This  requisition  must  be  presented  (or  sent)  directly  to  the 
person  to  whom  it  is  addressed,  whose  duty  it  Is  to  malce  the  time  tickets 
If  the  request  does  not  reach  such  person  before  the  pay  roll  Is  sent  in 
(or  in  time  to  have  the  pay  roll  marked  **time  giyen")  it  will  be  taken  up 
and  destroyed.  In  order  to  insure  the  time  ticket  being  delivered  to  the 
proper  person,  this  requisition  must  be  accompanied  by  an  identiflcatkm 
blank  (form  71)  In  all  cases  where  the  payee  is  unknown  to  the  person 
(either  the  maker  of  the  time  ticket  or  the  official  to  whom  It  is  directed  to 
be  sent,  as  the  case  may  be),  who  will  deliver  the  Ume  Ucket  to  him. 
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IDENTIFICATION  BLANK.  Form  71. 

Station, 19 

To 


Note.— Tblfi  blank  will  be  written  (In  dn plicate,  witb  carbon)  by  the 
Foreman  or  Timekeeper  when  it  is  not  practicable  to  personally  identify 
track  laborers  and  others  before  the  Paymaster  or  whoever  pays  them,  ft 
must  be  si^pied  by  the  person  for  whom  it  Is  made  out  and  sucn  signature 
must  be  witnessed  by  the  Foreman  or  Timekeeper  filling  out  the  blank. 
The  carbon  copy  la  to  be  retained  for  an  office  record  by  the  person  making 
out  the  blank.  The  original  should  be  sent  with  the  request  for  ti  me  ticket 
(when  such  request  Is  made)  in  ail  cases  where  an  employe  leaving  the  ser- 
Tlce  is  unknown  to  the  otBclal  whose  duty  it  is  to  give  him  the  time  ticket. 
If  the  person  making  out  the  time  ticket  does  not  deliver  same  to  the 
payee,  but  sends  such  ticket  to  an  aoren  tor  other  official  to  be  delivered, 
this  identification  blank  must  be  sent  with  such  time  ticket  to  Insure  Its 
being  delivered  to  the  proper  person. 

whenever  the  payee  of  a  time  ticket  or  letter  of  advice  is  unable  to 
write  and  signs  the  agreementon  such  time  ticket  or  letter  of  advioe  by  his 
mark,  the  maker  of  the  time  ticket  or  letter  of  advice  upon  delivering  same 
to  the  payee  must  also  give  the  payee  an  identification  blank,  properly 
filled  up,  m  order  to  insurs  the  amount  being  paid  to  the  proper  person. 

WHEN  PAYB4ENT  IS  MADE,  THIS  CERTIFICATE 
WILL  BE  TAKEN  UP  BY  PAYOR. 

1.  Name  of  payee 

2.  Nationality 

3.  His  age 

4.  Height 

6.  Weight 

6.  Complexion 

7.  Color  hair 

8.  Color  beard 

9.  Color  eyes 

10.  Marks 

11.  Whose  crew 

12.  Where  working 

f  Signature 

\  of  payee 

We  hereby  certify  that  the  f oreffoing  description  of  the 
payee,  whose  name  is  signed  above,  is  correct,  and  same  was 
signed  by  him  in  our  presence. 

Timekeeper. 

Fore  man. 


{; 
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[Back  op  Letter  of  Advices— Form  72.] 
AGREEMENT  UPON  THE  PART  OF  PAYEE. 

This  tetter  of  advice  upon  whichpayment  for  wages  is  made,  is  ac- 
cepted by  me  in  f  uii  payment  for  sennces  of  every  name  and  nature  for 

the Railway  Company,  or  companies  owned  or 

controlled  by  it,  up  to  and  inoludins  the  time  specified  herein. 

It  is  accepted  by  me  subject  to  the  rules  and  regulations  of  the  Com- 
pany governing  Its  issue.  I  agree  not  to  negotiate  it  or  attempt  to  collect 
it  through  any  bank  or  collecting  agency,  out 'to  present  it  in  person  to 
the  paymaster  of  the  Company,  or  such  agent  as  n^ay  be  authorized  to 
pay  it. 

It  is  also  understood  and  agreed  to  by  me.  as  witnessed  by  my  signa- 
ture bert-to,  that  in  the  event  1  should  lose  this  letter,  ctr  it  should  other- 
wise pass  out  of  my  hands,  and  in  consequence  the  amount  called  for 
should  be  paid  to  a  wrong  person,  I  will  not  hold  the  Company  responsible 
for  the  amount. 


Signature  of  Payee^  i-e.,  penon  to  "whom  this  ticket  is  issued. 

Witness: 

Title: 
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Form  74 
DISTRIBUTION  BLANK  FOB  LABOB  PERFORMED. 


Office  of_ 


PolIo_ 


DiSTBiBunoN  OF  LABOR,  for  the  month  of. 


_19_ 


Chargeable  to  **Bepair$  cf  Freight  Car$*' {to  illustrate). 


H  - 

NAME 

7-                           ~ 
KIND  OF  SERVICE 

■Olio  0 
tlm* 

Tlm« 
MTorkwl 

RATE 

Detailed 
Aoiount 

Tolol 

i: 

1 

1 

1 

1 

i 

c 

NOTB— Blanks  of  this  form  are  used  by  storekeepers  and  other  accountants 
who  are  required  to  render  returns  for  labor.  A  separate  headini;  (i  €.,  thn 
name  of  the  general  account)  is  opened  with  each  account  on  which  labor 
has  been  expended  so  far  as  the  same  is  required  to  be  specifically 
stated  by  the  regulations  of  the  service.  The  blanks  are  furnished  in  loose 
(detached)  sheets  so  that  the  person  who  writes  them  up  mav  take  an 
impression  (or  carbon)  copy  before  they  leave  his  hands;  this  In  order  to 
save  the  clerical  work  that  would  otherwise  be  required  in  making  a  written 
copy.  The  impression  is  retained  for  local  use  and  the  original  sent  to 
headquarters.  The  sheets  are  eyeletted  so  as  to  enable  the  person  making 
the  return  to  oolleci  them  together  (in  due  order)  and  bind  them  in  book 
form  before  they  leave  his  hands. .  Covers  (similarly  eyeletted)  for  the  books 
thus  formed,  are  furnished  with  the  blanks.  The  recapitulation  of  the 
acconnU  charged  (to  be  given  in  the  back  part  of  the  book)  must  be  signed 
by  the  accountant  or  storekeeper  making  the  return. 
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DISTRIBUTION  BLANK  FOR  MATERIAL  USED. 


Offloo  of. 


at_ 


P6lIo_ 


DiSTBXBunoir  ov  MatvbzaIi.  for  the  month  of_ 


-ie_ 


Chargeable  to  **Rtpair8  of  Pauengtr  Cars'*  do  illustrate). 


O  2. 


^ 


NOTS— This  form  is  used  by  storekeepers  and  other  officials  and  employes 
who  have  charge  of  material  and  are  required  to  make  return  thereof  for  par- 
poses  of  accounting  and  otherwise.  A  separate  heading  (**Chargeable  to**) 
is  ox>ened  with  each  account  on  which  material  has  been  expended  so  far  aa 
the  same  is  required  to  be  specifically  stated  by  the  regulations  of  the  aer> 
vice.  The  blanks  are  furnished  in  loose  (detached)  sheets  so  that  the  person 
who  writes  tbem  up  may  take  an  impression  (or  carbon)  copy  before  they 
leave  his  hands;  th's  in  order  to  save  the  clerical  work  that  would  otherwise 
be  required  in  making  a  written  copy.  The  impression  is  retained  (or  local 
use  and  the  original  sent  to  headquarters. 

The  sheets  are  eyeletted  so  as  to  enable  the  person  making  the  return  to 
collect  them  together  (in  due  order)  and  bind  them  in  book  form  before  they 
leave  his  hands.  Covers  (similarly  eyeletted)  for  the  books  thus  formed  are 
furnished  with  the  blanks.  The  recapitulation  of  the  accounts  charged  (to 
be  given  in  the  back  part  of  the  book)  must  be  signed  by  ihe  storekeeper  or 
official  making  the  return. 
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Form  76 

FOBM  OF  BBLEASB  TO  BE  SIONED  BY  MINOBS 
AND  THEIB  LEGAL  OUABDIANS 

NoTB.-*Thi0  rdasM  must  be  furnished  in  duplicate  by  »I1  minors  before  they 
Are  allowed  to  enter  the  service  of  the  Company.  It  must  be  duly  signed  by 
the  parents  or  guardian  of  the  minor,  'witnessed  by  two  dianterested  persons 
and  sworn  to  before  a  notary  public. 

One  copy  of  the  release  should  be  kept  on  file  in  the  office  of  the  official 
under  whom  the  minor  is  employed  and  the  other  for^ntfded  to  the  Super- 
intendent of  Motive  Power  and  Maolunery. 

WHEREAS. .who  was 

_^ . years  of  age  on  the day  of 

19. ...  Is  about  to  enter  the  emplosrment  of  the 

RAILWAY  COMPANY;  and 

Wrereajb,  the  nature  of  such  employment  may  from  time  to  time  be 
changed: 

Thsickpobe,  in  consideration  of  his  being  employed  by  that  Company, 
in  whatever  capacity  now  or  hereafter  we,  the  undersigned,  ^father  ana 
mother  of  said  minor,  do  hereby  agree  with  said  Railway  Company  that  we 

have  i^ven  the  said his  own  time  and  earnings, 

and  that  he  is  of  sufficient  capacity  to  discharge  the  duties  of  his  emplo:^ent, 
now  or  hereafter,  and  that  he  may  at  all  times  himself  coUect  and  receipt  for 
his  wages  from  said  Company  in  whatever  position  he  may  at  any  time  be 
employed,  and  that  we  will  make  no  claim  against  said  Company  at  any  time 
for  any  wag<»  or  earnings  of  said  minor  in  the  employment  of  said  Ritilway 
Company,  or  for  any  injuries  that  he  may  receive  during  or  in  connection 
with  said  emplojrment,  or  for  any  liability  whatever  on  account  of  said  minor 
or  his  employment. 

WiTNEas  our  hands  and  seals  at .this day  of 

_ 10 

Witness. 

4SBAI.] 


*If  there  b  no  father  or  mother  and  there  is  a  guKrdian,  the  word  ''guardian" 
should  be  inserted  instead  of  "father  and  mother,"  and  the  release  executed  by 
guardian. 

I, referred  to  in  the  above  release,  do 

hereby  certify  that  I  was ..^srears  of  age  on  the day 

of 10.....   and  that  the  dangerous  nature  of  the  business 

in  which  I  am  about  to  engage  has  been  explained  to  me  by  the  agents  of  the 
Company,  and  that  I  fully  understand  the  nsks  I  am  about  to  take  in  entering 

the  employment  of  the  - RAILWAY  COMPANY 

as  a 

Dated  at .this day  of 

10 

Wmrcaa: 
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Form  83. 
REPORT  OF  CONSTRUCTION  WORK,  including  Rebuilding, 

Improvemeuts  and   Enlargements   on Division, 

authorized  by Order  No 

Note.— When  a  brldire.  culvert,  building,  dock,  wbarf,  Tiaduct  or  otber 
structure  is  being  rebuilt,  replaced.  Improved  or  enlarged,  or  when  expendi- 
tures are  to  be  made  on  new  work  of  any  description,  this  report  mast  be 
carefully  flUed  out  as  per  rules  printed  on  the  back  of  this  blank. 

This  report  must  be  forwarded  to  the  accounting  officer  as  soon  as  the 
Information  required  can  be  obtained,  and  in  all  cases  it  should  either  accom- 
pany or  precede  the  first  charge. 


Ssttinattd 

Cost  «f  lav 

Strueturs  or 

Work 


iMatioB  and 
BMcriptioiirfOld 
StraetusorWork 


OoittffOld 

Stnutusw 

Work 


LooatioB  and 
DNoriptionomew 
StnutareorWork 


Datoof 

Lmonoem 

oflflvWork 


Probablt  Data 
of  Oomploiioik 
of  Row  Work 


Signed 

(Back.) 
RULES  GOVERNING  THE  USE  OF  THIS  BLANK. 
Location  and  Description  of  Old  Structure  or  Work. — In 
the  column  with  above  heading  should  be  entered  the  number  of 
each  bridge  or  culvert  and  the  name  of  the  station  nearest  which 
it  is  located;  also  name  and  location  of  each  building,  dock,  wharf, 
tunnel  or  other  structure  about  to  be  rebuilt,  enlarged  or  im- 
proved. A  dcecription  of  the  materials  of  which  the  old  struc- 
tures are  built,  and  what  disposition  is  to  be  made  of  old  build- 
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ings,  should  be  noted  in  eveir  instance.  When  only  a  portion  of  a 
structure  is  to  be  rebuilt  or  replaced,  a  full  description  of  such 
part  should  be  given. 

Cost  of  Old  Structure  oe  Work. — In  the  column  with  abore 
heading  should  be  entered  the  estimated  cost  of  replacing  the 
structure;  specified  with  one  substantially  the  same  as  the  old 
one.  When  only  part  of  a  structure  is  to  be  rebuilt  or  replaced, 
then  only  the  estimated  cost  of  such  part  should  be  given. 

Location  and  Description  of  New  Structure  or  Work. — In 
the  column  with  above  heading  should  be  entered  a  description 
of  the  materials  of  which  the  new  structure  is  to  be  built,  and 
full  information  given  necessary  to  determine  whether  the  work 
is  in  the  nature  of  a  permanent  improvement  to  the  property  of 
the  company,  or  merely  a  replacement.  If  a  new  structure  is 
built  where  none  existed  before,  or  if  the  new  work  is  entirely 
in  the  nature  of  an  improvement  of  or  an  addition  to  the  old 
structure,  the  fact  must  be  stated.  In  all  cases  the  number  of 
the  order  authorizing  the  new  work  should  be  given. 

In  this  column  should  also  be  entered  a  Ascription  of  con- 
struction works,  as  follows,  viz: 

Femies  ^^^^  ^  )  ^^^®  names  of  stations  be- 

Road  Crossings  and  Signs,  \     twee n  which  the  work  is 

Telegraph  and  Telephone  Lines.    )      ^ocatea. 

8idings--Oive  location  and  length  of  each. 

Interlocking  Switches — Give  location  of  each  group. 

Shop  Machinery  and  Tools — Give  description  and  location. 

Second  Tracks, 

New  Lines  and  Extensions, 

Iniprovcments  on  account  of  bal-    /  ^.^^   ^^^^   description   and 

lasting,  raising  grade,  .widen-     \     ideation. 

ing  embankments,  filling 

bridges  and  trostles,  riprap- 
ping,  and  kindred  work. 

Estimated  Cost  op  New  Structure  or  Work. — In  the  column 
with  abo\e  heading  should  be  entered  the  estimated  cost  of  each 
structure  or  work  described  in  the  preceding  column,  and  the 
name  of  the  official  furnishing  the  estimate. 

Date  of  Commencement  of  New  Work. — In  this  column  should 
be  entered  the  month  in  which  the  new  work  reported  on  this 
form  will  be  commenced. 

Probable  Date  of  Completion  op  New  Work. — ^In  the  column 
with  the  above  heading  should  be  entered,  as  nearly  as  possible, 
the  date  on  which  the  structure  or  work  will  be  practically  finished. 

This  blank  must  be  signed  by  the  official  making  the  return, 
and  should  accompany  or  precede  the  first  charges  in  the  distribu- 
tion books  on  account  of  same. 
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FORMM.       REPORT  OF  TRAVELING  AUDITOEC 
AccocNTiNQ  Department. 

(<^X  r  rDKKTIAL.) 

Report  of  Examination  of Shop, 

made 19 ,  by 

1.    Storekeeper  and  Assistants. 


uu 

Ifttindf 

DaUtf 

^ 

ItfTiedw 

Sdmry 

UBctkef 
TiMiBSffTie* 

Inurii 

1 

............ 

2.     What  are  tho  office  hours  t. 


Has  each  employe  in  Storekeeper's  office  filled  out  the  usual 
form  of  agreement,  and  has  it  been  forwarded  to  the  gen- 
eral accounting  officer  for  filef  If  not,  please  have  it  done 
forthwith 

Has  each  employe  at  this  storehouse— employed  in  office,  store- 
room or  elsewhere — ^who  is  not  yet  twenty-one  years  of  age, 
been  required  to  furnish  a  Minor's  Belease,  and  has  it  b^n 
forwarded  to  the  General  Storekeeper  for  filef  If  not> 
please  have  it  done  forthwith 

What  effort  is  made  by  the  Storekeeper  to  familiarize  the 
clerks  in  his  office  with  the  general  duties  and  various  classes 
of  work  connected  with  the  storehouse,  so  that  they  will  be 
fitted  for  advancement! 
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6.  Has  the  Storekeeper  any  one  in  his  employ  performing  cler- 

ical work  of  any  kind  who  is  carried  on  the  pay  r9ll  as 
"laborer,"  or  who  is  paid  by  an  hourly  or  daily  rate?  If 
so,  state  circumstances  and  nature  of  work  in  detail 

7.  Is  there  any  way  to  reduce  the  expense  of  accounting  or 

handling  material  at  this  shop? 

8.  Can  the  Storekeeper's  force  be  reduced  in  any  way? 

9.  Are  the  wages  paid  too  high  ? 

10.  Bo  the  Storekeeper  and  his  assistants  keep  the  accounts  in 

a  systematic  and  neat  manner? 

11.  Does  the  Storekeeper  keep  a  record  of  all  statements  required 

of  him,  showing  to  whom  sent,  date  when  due  and  date 
sent  forward,  and  is  it  posted  up  each  month? 

12.  Are  all  changes  'in  the  Bules  and  Begulations  entered  in  their 

proper  place  in  each  copy  of  same  in  the  office? 

13.  Does  the  Storekeeper  keep  a  "Circulars  Beceived"  book,  and 

is  it  kept  posted  up  ? 

14.  Are  all  orders  and  requisitions  for  material,  records  of  time 

tickets,  pay  rolls  and  other  records  of  the  office  filed  away 
systematically  and  kept  in  a  safe  place,  convenient  for  fu- 
ture reference? 

15.  Are  th?re  any  old  books  or  records  no  longer  of  use  at  this 

shop?    

16.  Does  the  Storekeeper  keep  a  copy  of  all  letters,  reports  and 

statements  sent  from  his  office  ? 

17.  Are  invoices  properly  entered  in  the  record  book  of  "Ma- 

terial  Beceived  ?  " 

18.  Are  the  pay  rolls,  time  books  and  material  and  labor  distri- 

bution books  outlined  and  written  up  as  far  as  practicable 
before  they  arc  needed,  and  is  all  regular  work  anticipated 
as  much  as  possible? 

19.  Does  the   Storekeeper  keep   a  record  book   for  material  in 

course  of  manufacture,  showing  exact  amount  of  labor  and 
material  expended  on  each  article  manufactured? 

20.  Does  he  have  a  price  list,  covering  all  items  in  stock,  and  are 

corrections  promptly  made  in  same  as  the  prices  change? 

21.  Is  the  co3t  of  material  manufactured  at  this  shop  carefully 

computed,  and  are  the  prices  on  Euch  material  promptly 
posted  in  the  price  list? 

22.  Does  the  Storekeeper  rigidly  enforce  the  rules  in  regard  to 

keeping  shop  time?  If  not,  in  what  particulars  does  he 
deviate?   
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23.  What  is  the  custom  when  the  shop  timekeeper  does  not  find 

employes  on  hand  at  conunencement  of  work  or  at  a  quar- 
ter timef 

24.  What  is  the  practice  in  keeping  the  time  of  men  regolarlj 

employed  at  night  and  at  other  times  when  the  timekeeper 
is  absent! 

25.  What  is  the  practice  in  keeping  account  of  overtime,  and  on 

what  basis  is  it  allowed? 

26.  Has  the  Storekeeper  any  small  shops  or  roundhouses  subor- 

dinate to  this  one^  the  pay  roUs  or  material  distribution  for 
which  are  made  in  this  office  f  If  so,  give  the  name  of  such 
shop  or  shops 

27.  How  is  the  time  of  men  employed  at  such  shops  reported  and 

certified  to  himf 

28.  How  often  are  the  time  books  of  men  employed  at  sub-shops 

forwarded  to  him  during  the  monthf 

29.  How  often  does  he  receive  statements  of  material  u£ed  at 

such  shops? 

30.  Are  all  engineers'  trip  reports  checked  with   the  daily  re- 

ports of  train  movements  from  the  train  dispatcher  before 
the  time  claimed  is  allowedf 

31.  Are   all  switching   engineers'   time  slips   checked  with   the 

engine  houEe  register  before  the  time  claimed  is  allowedf 

32.  Are  pay  checks  delivered  to  each  employe  personally  by  the 

person  to  whom  they  are  sent  for  distribution,  or  if  this  is 
impracticable,  by  responsible  representatives,  noway  con- 
cerned in  making  or  certifying  to  the  rolls f - 

33.  Are  the  engineers '  and  firemen 's  time  books  both  written  up 

directly  from  the  engineers'  time  slips  and  trip  reports f 

34.  After  the  time  slips  and  trip  reports  are  entered  in  the  lime 

books,  is  the  firemen's  book  checked  against  the  engineers' 
book  to  see  that  the  time  is  correctly  allowed  in  both 
booksf  

35.  Is  all  time  on  the  engineers'  and  firemen's  time  books  which 

is  not  correctly  chargeable  to  the  account  ' '  Engineers  and 
Firemen"  carefully  drawn  off  from  the  time  books  each 
month  and  charged  to  Ifce  proper  accounts?  (These  time 
books  contain  time  testing  engines  just  out  of  shops,  time 
of  dispatchers,  and  other  time  not  correctly  chargeable  to 
"Engineers  and  Firemen,"  and  this  time  must  be  charged 
to  the  proper  accounts  in  the  labor  book).. 
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36.  When  engineers  and  firemen  run  over  two  or  more  divisions 

hew  is  the  mileage  made  on  each  division  designated  in  the 
time  books? 

37.  Are  expenses  for  engine  service  on  account  of  work  trains 

invoiced  promptly  to  the  proper  officials? 

38.  When  were  such  invoices  for  the  month  of 

forwarded  ?    

39.  How  many  errors  in  allowing  time  were  made  during  the 

month  of 

Shop  time :       Overallowed 

Underallowed    

E.  and  F.  time :     Overallowed 

Underallowed    

40.  Are   the   storehouse   and   grounds  kept   clean   and   orderly? 

41.  Is  the  material  so  arranged  in  the  yard  and  outhouses  as  to 

protect  same  from  weather,  and  so  that  any  abstraction 
therefrom  would  come  to  the  storekeeper's  notice? 

42.  Is   the  material  arranged   in  the  store-room  systematically, 

with  a  view  to  convenience  in  handling,  and  to  facilitate 
counting  the  stock  for  the  monthly  requisition  and  annual 
•inventory?     

43.  Are  the  stock  books  written  up  in  accordance  with  the  loca- 

tion of  the  material,  so  that  the  quantity  of  stock  on  hand 
can  readily  be  entered  in  the  books,  and  the  requisition 
easily   written    therefrom?    

44.  Does  the  Storekeeper  receive  a  proper  order  in  each  instance 

for  material  and  fuel  disbursed  by  him? 

45.  Whose  signature  does  the  Storekeeper  accept  on  orders  for 

material?   

46.  Does  the  Storekeeper  accept-  orders  for  material  which  are 

signed  with  a  rubber  stamp? 

47.  Aro  the  rules  in  regard  to  the  return  of  old  tools,  brasses, 

implements,  utensils,  etc.,  when  new  ones  are  supplied, 
rigidly  enforced  at  this  shop? 

48.  Who  passes  upon  the  sufficiency  of  the  reasons  given  when 

old  tools,  etc.,  are  not  pr?sented  in  exchange,  before  issuing 
such    supplies! 

49.  What  precautions  are  taken  to  prevent  coal  and  wood  from 

being  stolen  or  wasted  ? 

50.  What  means  are  employed  to  guard  against  leakage,  evap- 

oration and  loss  of  oils? 

51.  MTiat  is  the  practice  in  handling,  storing  and  shipping  oil 

in  barrels? 
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52.  When  were  the  tanks  in  the  oil  house  thoroughly  cleaned 

lastf    Car Engine 

Valve Signal 

Kerosene   

53.  What   precautions  are  taken   to   guard  against   fire   in   the 

storehouse  and  outbuildingsf 

54.  What  provision  is  made  for  the  disbursement  of  supplies  at 

nightf    

55.  Is  there  any  scrap  or  surplus  material  on  handf     (If  so, 

send  list  to  the  General  Storekeeper,  attaching  copy  of 
same  hereto) 

56.  Did  you  go  through  the  stock  books  carefully  with  the  Store- 

keeper before  answering  the  foregoing  question? 

57.  Is  scrap  material  carefully  picked  up,  assorted    and  disposed 

of  in  the  proper  manner? 

58.  What  is  the  practice  in  caring  for  brass  and  copper  scrap? 

59.  Does  the  Storekeeper  personally  inspect  scrap  to  see  if  any 

usable  material  is  thrown  in  with  same?    If  so,  how  often? 

60.  Does  ho  keep  a  record  book  showing  the  daily  accumulation 

of  scrap  and  the  source  thereof,  so  that  at  the  end  of  the 
month  the  proper  accounts  may  receive  credit  ? 

61.  Are  requisitions  on  the  General  Storekeeper  promptly  fiUed? 

62.  In  the  event  necessary  requisitions  are  not  promptly  filled, 

state  any  losses  the  company  suffers  in  consequence 

63.  Is  the  Storekeeper  careful  to  see  that  all  material  received 

is  according  to  the  requisition  and  that  it  checks  with  the 
invoice  before  accepting  the  invoice? 

64.  Is  he  careful  to  examine  each  article  as  to  quality? 

65.  Does  he  promptly  notify  the  forwarding  storekeeper  in  ease 

he  discovers  errors  in  quantity,  quality  or  price  of  material 
received  ?    « 

66.  Does  he  personally  examine  each  lot  of  material  as  received — 

to  ascertain  whether  properly  packed,  loaded  and  stowed  in 
car,  in  order  that  the  material  may  not  be  damaged  in 
transit,  and  does  he  take  up  at  once  with  the  proper  official 
any  case  of  apparent  carelessness  in  this  regard? '. 

67.  Does  he  carefully  inspect  lumber  and  other  material  received 

directly  from  dealers,  rejecting  such  as  is  not  up  to  speci- 
fications,  and  deducting    same    from    invoices    therefor? 
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68.  How  often  does  the  Master  Mechanic  or  Chief  go  through  the 

stock  with  the  Storekeeper  with  the  view  of  keeping  the 
quantity  of  supplies  in  stock  at  the  minimum  f 

69.  When  was  this  done  lastf 

70.  After  the  monthly  requisition  has  been  made  by  the  Store- 

keeper, does  the  Master  Mechanic  or  Chief  go  over  same 
with  him,  item  by  item,  before  signing  itf 

71.  When  material  is  shipped  from  the  storehouse  does  the  Store- 

keeper personally  inspect  the  cars  after  loading,  in  order 
to  see  that  the  material  is  properly  packed  and  stowed  in 
the  cars,  in  order  to  prevent  loss  or  damage  in  transit? 

72.  How  often  does  the  Storekeeper  visit  outside  places  on  his 

division,  and  what  is  his  plan  of  investigation  on  such 
trips!    

73.  Does  the  Storekeeper  take  proper  measures  to  see  that  the 

value  of  material  on  hand  corresponds — substantially — 
with  the  balance  as  shown  by  his  record  of  receipts  and 
disbursements  at  the  close  of  each  monthf 

74.  Are  station  and  section  supplies  disbursed  from  a  supply  car 

each  month,  and  is  the  stock  on  hand  at  stations  and  else- 
where examined  by  the  man  in  charge  of  the  supply  car. 
before  the  material  ordered  is  delivered! 

75.  How  much  of  the  Storekeeper's  division  is  covered  by  the 

supply  car  each  monthf 

76.  How  often  does  the  Storekeeper  personally  go  with  the  sup- 

ply car!  

77.  When  did  he  go  last,  and  how  much  of  his  division  did  he 

cover  with  same! 

78.  Does  the  Storekeeper  understand  that  no  material  is  to  be  sold 

or  labor  performed  for  any  employe  or  outside  party  with- 
out orders   from   an  authorized   officer  of   the   company! 

79.  Does  he  understand  that  in  case  any  material  is  sold  to  or 

labor  performed  for  any  employe  or  outside  party,  that  the 
cash  must  be  collected  at  the  time,  whsn  practicable,  and 
forwarded  to  the  Second  Vice-President's  office  by  express 
without  delay!   

80.  Does  he  understand  that  in  the  event  of  any  irregularities 

beine  discovered  by  him,  it  is  his  imperative  duty  at  once 
to  advise  the  Second  Vice-President! 

81.  Did  it  come  to  your  knowledge  that  there  are  any  unauthor- 

ized or  irregular  practices  indulged  in  at  this  shop!  If  so, 
state  them  in  detail 
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82.  Did  it  come  to  your  knowledge  that  there  were  any  differencee 

between  the  Storekeeper  and  his  assistants  and  the  Master 
Mechanic  or  Foreman  that  would  tend  to  injure  the  serrioef 
If  80^  state  the  facts 

83.  Is  the  Storekeeper  intelligent,  energetic,  attentive  to  his  du- 

ties,  and  alive   to    the    necessity    of   constant    vigilance  f 

84.  Is  his  staff  composed  of  honest,  faithful  and  capable  men^ 

fitted  for  the  positions  they  occupy? 

85.  Are  the  Storekeeper  and  his  assistants  well  versed  in  and  do 

they  practice  the  rules  contained  in  the  Hand  Book  of  Ex- 
penditures?   

86.  Did  you  give  the  Storekeeper  full  and  minute  instructions  in 

every  case  wherein  as  shown  by  the  foregoing  you  found 
him  negligent  or  at  fault? 

87.     GENEBAL  REPORT. 


Note.— This  report  should,  If  possible,  be  made  by  the  Examiner  before 
leaving  the  storehouse.  All  answers  to  the  foreKoing  questions  should  be 
made  only  after  the  Inspector  has  assured  himself  by  personal  examina- 
tion that  the  facta  are  exactly  as  stated.  In  the  Qeneral  Report  such 
fact<)  must  be  driven  as  may  be  judgred  necessary  to  a  full  and  complete 
knowledfire  of  the  Storekeeper's  character  and  record;  to  a  ffeneral  under- 
standing of  the  state  of  affairs  at  this  storehouse;  also  such  obserrations 
as  may  be  useful  for  reference  or  as  a  guide  to  future  ezaminatkHis. 
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SECTION  FOREMAN'S  PRELIMINARY  REPORT  OF 
DAMAGE  TO  PROPERTY  BY  FIRE 


.Station- 


TO  THE  MASTER  MECHANIC: 

: Statioi. 

hauling  train  No i^  set  ^■'* 

-of. Station,  on  the day 

of 190 at ^o'clock M.    The  fire 

seemed  to  come  from  the  smoke  stack  or  ash  pan  * 

This  engine  set fires  on  my  Section  that  day. 

Foreman  Sec.  No. 


*  If  from  ash  pan  ran  jour  pencil  throagh  the  other,  etc. 

KOTE:  When  a  fire  la  dJacoTOred  hj  a  aectlonman.  which  appears  to  have  been 
started  bj  an  engine,  notice  should  be  given  Immedlafeelj  on  the  above  blank,  to  the 
nearest  Master  Mechanic  or  Ronndhonse  Foreman,  who  will  have  the  engine 
promptly  inspected  and  report  cor  dltion  of  same  to  the  General  Officer  In  charge  of 
Giainia,  said  report  to  be  aoocmpanled  with  this  notice. 
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SECTION  FOREMAITS  BEPORT  OP  DAMAGE  TO  PROPERTY  BY  FIRE. 
Section  Foremen  will  make  a  report  on  this  bank  of  all  fires  started  bj  this  Oon- 
pany,  which  do  any  damages,  answering  each  question  fully,  and  return  It  prompOy 
to  the  Division  BoadmaMer,  who  will  forward  it  to  the  Dlrislon  Superintendent,  who 
will  In  turn  forward  It  to  the  Claim  Agent.  Particular  attention  should  be  paid  as  to 
whether  the  fire  caught  on  or  off  the  Company's  right-of-way,  the  condition  of  Uie 
right-of-way  as  to  dry  grass,  leaves  or  other  combustibles,  and  the  fiacts  must  be  fully 
stated  in  this  report.  Every  effort  should  be  made  to  ascertain  correctly  the  actual 
loss.   A  separate  report  should  be  made  for  each  owner  of  property. 

1.    On  the day  of 190 at o*clock Day  or  Night 

On  Sec.  No miles  (east,  west,  north  or  south)  of 

The  nearest  station between  mile  poets and 

Property  burned  belonging  to 

of County  of StateoL 

3,    Name  of  tenant,  if  rented,  and  his  interest  in  proper^ 


S.    Qlvo  full  and  complete  list  and  description  of  property  burned. 

(If  grain,  meadow  or  grass,  number  of  acres,  kind  of  grass  and  value;  if  hay, 
millet  or  straw,  number  and  size  of  ricks  or  stackH,  number  of  acres  from 
which  cut,  number  of  tons  and  value:  if  fence,  length  and  full  description;  if 
trees,  number,  kind,  age  and  size,  with  number  of  acres  burned  over,  etc  If 
any  other  property  give  detailsd  description.  Foremen  should  measure  at 
once  the  length  and  width  of  stack  and  also  estimate  height.  When  com  or 
meadow  is  burned  the  ground  should  be  mea8ured.> 


4.    Estimates  of  loss:    Section  Foreman's,  $ Owner's,  $ 

6.   No.  of  train  starting  fire Engine  No (freight  or  passenger)? 

6.  Was  train  going  up  or  downgrade? 

7.  Condition  of  right-of-way  at  ome  of  fire,  whether  covered  with  weeds,  dry  grass 

or  combustible  material 

8.  When  was  right-of-way  last  burned  off  or  grass  cut? 

0.    Did  fire  start  on  right-of-way  or  on  outsider 

10.  On  which  side  of  track  did  fire  start? 

11.  If  flre  did  npt  start  on  right-of-way,  how  near  to  center  of  track  did  flre 


approach?. . 
Distance  f 


12.   Distance  from  center  of  track  to  where  flre  started? feet. 

IS.    Bow  far  from  center  of  track  to  where  property  burned  ? 

14.  Do  you  think  that  the  flre  was  started  by  train? 

15.  Was  wind  blowing? ;  if  so,  high  or  low? from  whatdlrection? 

16.  Numberand  class  of  train  last  passing  before  the  flre? 

what  time  did  It  pass? 

17.  What  effort  was  made  to  put  the  flre  out,  and  by  whom? 


18.    Name  and  postofBce  address  of  witnesses  who  saw  flre  start? . 


19.  Who  was  first  at  the  flre? 

20.  Where  were  section  men  at  time  of  flre? , 

21.  Bow  soon  did  they  get  to  the  flre  after  it  started? . 

22.  What  is  foreman's  opinion  as  to  origin  of  flre? 


28.    Was  there  any  other  flre  burning  near  the  property? 

24.  Did  this  engine  set  other  flres  on  this  trip  within  your  knowledge;  If  so,  when  and 

where? 

25.  Qive  names  of  your  section  men 

36>    State  fi^  any  other  facto  known V. ..'...' \\\ 

Section  Foreman,  Section  No at Statloo, 
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SEOnOK  FOREMAITB  BEPORT  OF  STOCK  KILLED  OB  INJUBED. 

Sectton  Foreman  will  make  report  on  this  blank,  of  all  accldenta  In  which  stock 
Ifl  klUed  or  injured,  answerinff  each  question  fullj,  and  retam  It  pnnnptly  to  the 
DlTlslon  Boadmaster,  who  will  forward  it  to  the  DivUlon  Superintenaent.  Partlcalar 
attention  should  be  p«ld  as  to  whether  the  accident  occurred  on  a  public  crossing  or 
inside  of  the  right-of-way,  the  condition  of  the  fences,  gates  and  cattle  guards,  and 
the  actual  value  of  stock  killed  or  injured.  A  separate  report  should  be  made  for 
each  owner  of  stock. 

1.   On  the...., dajof 19  ....,  at  about o*clock....M., 

Daylight  or  dark On  Section  No about miles  (state 

dliecuon) of Station,  Engine  No 

Engineer hauling  Train  No (state  whether  passenger 

or  freight  train) Conductor struck  and 

killed  or  injured  the  following  iftock:  (State  number  and  kind.  Describe  stock 
and  nature  of  injuries.) 

3.    Weight Lbs Years  old 


8.  Belonging  to 

4.  Whose  Post  Office  address  is 

6.  Amount  of  damage  claimed  $ I  estimate  damage  at  $ , 

6.  Was  the  stock  struck  on  a  public  h^hway  crossing? 


7.  Were  cattle  guards  and  fences  leaoing  to  guards  on  both  sides  of  highway  in 

perfect  order? 

8.  Bow  long  constructed,  and  were  guards  pit  or  surface? 

0.   Was  the  stock  struck  on  depot  grounds,  between  switches,  or  between  switch  and 

cattle  gniard? 

10    How  did  the  stock  get  upon  the  track,  and  through  whose  negUgence? 

11.  totheright-of-wiirffeuc^ 

12.  In  what  condition  is  fence? 

18.   If  out  of  repairs,  state  in  what  particular,  and  how  long  it  has  been  so,  and  your 

reason  for  not  repairing  It. 

14.  What  is  height  of  fence? feet inches 

15.  Of  what  material  is  fence;  how  many  wires  or  boards?  (Barbed  or  flat  wire?) .... 

10.   How  long  has  fence  been  built  and  when  last  repaired? 

17.   If  the  stock  got  upon  right-of-way  at  a  private  crossing,  what  was  the  condition 

of  the  gates  or  ban  at  time  of  accident? 

18>   Who  discorered  the  gate  open  after  accident  occurred? 

IOl   By  whom  was  gate  closed  after  accident  occurred? ...!...'....' !..!!.'!!!!! 

70.   when  was  the  last  time  yon  passed  point  where  stock  got  upon  right-of-way 

before  accident? 

31.   Were  the  gates  or  bars  then  closed? 

22.  Was  the  fence  in  perfect  ordet? 

23.  Did  accident  happen  at  point  where  track  was  straight;  if  so,  for  what  distance 

before  stock  was  struck? 

24.  Wasthegrade  up  or  down,  and  for  what  distance  from  potait  of  accident? 


3S.   In  your  jndgmenL  how  far  could  engineer  or  fireman  have  seen  stock  before 
^ingpointofs    '"  -^ 


rMching  point  of  accident?. 

_      ..       ^^    -... ^ 

carcass  and  hide»  and  who  reoelved  the  money? 


28.   Who  disposed  of  the  carcass  and  hide?. 
27.   How  much  was  received  for  the 


If  yon  know  of  any  nerson  who  witnessed  the  aooident,  other  than  the  trainmen. 


give  name  and  add 


28.   Give  any  other  Information  you  can  relating  to  this  aooident  that  you  think  will 
beof  TalnetotheOompany 


80.   What  does  owner  claim  as  to  how  and  where  stock  got  on  the  light-of -way?. . 


KAHS.  EESIDENOB.        { a^on  Foienun. 


I     Name  and  Beeidence  of  men 
^employed  on  Section  at  time  of 


pji^^ flf    ig  ,.., 

NOTIOB.— Section  Foreman  win  fill  this  blank,  and  answer  all  aoestions  In  an 
cases  when  stock  are  killed  or  Injured  on  his  section,  whether  In  his  optnioa  the  Com- 
pany Is  liable  or  not,  and  f orwMd  the  same  promptty  to  Boadmaster  of  DlYlsion. 
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(Bick  of  **Section  Foreman's  Report  of  Stock  Killed  or  Injured.**— Ponn  8T) 

DUTIES    OP    SECTION    FOREMEN    IN    REFERENCE   TO 
STOCK  KILLED  OR  INJURED. 

When  stock  has  been  killed  or  injured  on  a  section,  the  section 
foreman  should,  if  possible,  notify  the  owner  and  request  him  to  take 
charge,  and  assist  him  in  removing  dead  or  crippled  stock  if  requested. 

When  the  stock  is  injured  so  badly  that  the  carcasses  and  hides  are 
unfit  for  use,  or  when  owner  refuses  to  take  charge  of  them,  the  section 
foreman  should  bury  them. 

Should  stock  killed  or  injured  have  been  removed  before  the  fore- 
man is  informed  of  the  accident,  he  must  not  fail  to  make  a  report, 
being  particular  to  g^ve  name  and  address  of  informant. 

When  passing  over  his  section,  if  gates  are  found  open  or  ban 
down,  he  should  close  them  whether  there  is  stock  in  pasture  or  noL 

If  ownere  of  land  adjoining  right-of-way  make  it  a  practice  or 
insist  upon  leaving  the  gate  open  or  bais  down  at  their  private  cross- 
ings, or  pasture  stock  upon  Company's  right-of-way,  he  should  notify 
the  Roadmaster,  giving  full  particulars. 

In  event  stock  is  killed  or  injured,  the  foreman  should  asceitaia 
from  owner  (and  otherwise)  how  and  where  stock  got  on  the  right-of-way. 

When  stock  gets  upon  the  right-of-way  by  breaking  through  Com- 
pany's fence,  the  section  foreman  must  personally  examine  the  fences 
and  thoroughly  post  himself  as  to  the  nature  of  the  break,  and  make 
close  examination  for  tracks  of  animals ;  also  at  gates  or  bars. 

Section  foremen  must  not  state  to  owner  of  the  stock  their  opinion 
as  to  what  proportion  of  the  value  of  stock  will  be  allowed  by  the  Com. 
pany,  or  adroit  any  liability  whatever. 

When  owners  of  stock  killed  or  injured  make  inquiry  as  to  how 
they  shall  proceed,  the  foreman  should  inform  them  that  to  insure  a 
prompt  adjustment  of  their  claims  they  must  communicate  direct  with 
the  superintendent. 
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Outlay  at  great  tenmoala  and  at 
general  repair  shops. 
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LIST  OF  OPERATING   EXPENSES  THAT  EMBRACE  MORE  OR  LESS 

ITEMS  THAT  ARE  COMMON  TO  ALL  DIVISIONS  OF  A  RAIL* 

ROAB  THAT  IS  OPERATED  AS  A  WHOLE. 

MaiNTBNANCB  OF  WaY  AND  STRUCTURES. 

I.    RepaixB  of  roadway.  " 

I.    Renewals  of  rails. 

I.    Renewals  of  ties. 

I.    Repaira  and  renewals  of  bridges  and 

culverts. 
1.    Repairs  and  renewals  of  buildings  and 

fixtures. 
I.    Repairs  and  renewals  of  fences,  road 

crossings,  signSi  etc 
I.    Repairs  and  renewals  of.  docks  and 

wiiarvea.  ^      , 

Repairs  and  renewals  of  telegraph  (of  a  general  nature), 
Stationery  and  printing  (of  a  general  nature). 
Other  expenses  (of  a  general  nature). 

Maimtbmancb  op  Equipmsnt. 

Superintendence. 

Repairs  and  renewals  of  locomotives. 

Repairs  aud  renewals  of  panenger  cars. 

Repairs  and  renewals  of  freisht  cars. 

Repairs  and  renewals  of  work  cars. 

Repttirs  and  renewals  of  shop  machinery  and  tools. 

Stationery  and  printing  (of  a  more  or  less  general  nature). 

Other  expenses  (of  a  more  or  less  general  nature). 

Conducting  TkANSPORTATioN. 

Superintendence. 

a.    Enjane  and  roundhouse  men.  *1 

a.    Fuel  for  locomotives.  I    a.    Jout  service  on  two  or  more  divi- 

a.    Water  supply  for  locomotives.  >  sions;  switching  at  great  termi- 

3.    Oil,  tallow  and  waste  for  locomotives.    I  nals,  etc. 

a.    Other  supplies  for  locomotives.  j 

Train  service. 

Train  expenses  and  supplies. 

TelMTapn  expenses. 

%.    Station  service.  ^ 

3.    Station  BUK>Ues.  i    %.    Great    terminals ;    joint   division 

3.  Switchmen,  flagmen  and  watchmen.       [  stations,  etc 
«.    Switching  charges— balance.  j 

Car  mileage — balance. 

Hire  of  equipment— balance. 

Loss  and  damage. 

Injuries  to  persons. 

Advertising. 

Outside  agents.    (Wages,  rent  and  expensea  of  the  offices.) 

4.  Rent  of  buildings  and  other  property.         4.    Rent  of  general  offices,  etc 
Stationery  and  printing  (of  a  more  or  less  general  nature). 

Other  expenses  (of  a  more  or  less  general  nature). 

Gbnbral  Expbnsrs. 

Salaries  of  general  officers. 

Salaries  of  clerks  and  attendants  (general  office). 

General  office  expenses  and  supplies. 

Insurance  (of  a  more  or  less  general) 

Law  expenses  (of  a  more  or  less  general  nature). 

Stationery  and  printing  (general  office  and  similar  outlays). 

Other  expensea  (general  office  tmd  similar  outlays). 
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Accountancy,  Railroad    9 

Accounting,   Cost   of    169 

Accounts,  Dining  Car   -. 210 

Disbursement     ' 10 

Disbursement — Rules    Governing     320 

for  Labor  Performed    292 

for   Material   Bold ^292 

Labor   ^168 

Labor,  Rules  Governing   242 

Material     168 

Material,    Rules   Governing    ^ 188 

Uniformity    In     170 

Utilization   of    6 

Various    Persons    292 

Apportioning   Operating   Expenses   to   Freight   and   Passenger   Busi- 
ness      386 

Particular  Portions  of  a  Line 863 

Babbit  Metal.   Care   of 114 

Inspection   of    114 

Use  of    114 

Belgium,  Budgets  in 4,  6 

Bids.    Inviting     ." :, 64-55 

Bills,    Illuminating — Payment  of    311 

Payment   of    Before   Audit    312 

Blank  Books,  Purchasing 84 

Blanks,    Purchasing     ; 84 

See  list  following  this  Index. 

Books,  Time 253 

Brasses,   Care  of    114-208 

Inspection    of    114 

Use  of   114 

Bridge  and  Building  Time  (and  Distribution)   Book 261 

Budgets,   Government    1 

of    Disbursements     1 

Business  Car  Supplies,  Purchasing 86 

Buying    Supplies    61 

Car,    Supply— Its    Uses 166 

Cars,  Expenditures  on    16 

Cash,     Disbursing     7 

Cbeckboards  and   Checks    248 

Civil  Ehiglneers,  Requisitions  of    69 

Classification,    Interstate   Commerce    Commission's 12 

of   Construction   Expenses    326 

of    Equipment    Expenditures    334 

of  Operating  Expenses    339 

Coal,   Dally  Reports  of    83 

Deterioration    of    138 

Collections,    Special     292 

543 
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CoDBtructlon  Aecoonts,   Classlflcation   of    325 

Depots     150 

Material,   Yards  for    153 

Work,  Details  of  Accounting 336 

Cost,  Division  of   19 

Units  of    22.  26 

Coupons,   Interest — ^PsTment  of 316 

Dining  Car,   Accounts .^ 210 

Car    Supplies,    Purchasing 85 

Disbursements,    Railway— Summary    of 397 

See  also  "Expenditures." 

Distribution  of  Labor  Book ^ 289 

of  Material   Book 222 

Divisions,   Apportioning   Operating   Expenses  to 863 

Earnings,    Division    of 18 

Exhlblte  of   24,  25 

Employes,  Company's— Charging  for  Transporation  of 161 

Company's — ^Transporting     159 

Endorsements  on  Checks,  etc 813 

Engineers  and  Firemen,  Time  Book  and  Daily  Report  for 262 

English    Railways,    Practices    of    in    Accounting    for    Material    and 

LAbor     400 

Equipment    Expenditures,    Classification    of 334 

Purchasing     82 

Exhibits,   Necessity  for  Comparative 25 

Necessity    for    Promptness 24 

Expenditures,    Current — Testing 17 

Safeguards   for    1 

See  also  "Disbursements." 

Expenses,    Division   of 18 

Exhibits  of 24,  25 

Firing    Locomotives     142 

Forecasts    of    Expenditures 3 

Forms — See  list  following  this  Index. 

France,    Budgets    in 4 

Freight  Business,  Apportioning  Operating  Expenses  to ..S85 

Fuel,  Acquisition  of 137 

Care  of 187 

Comparisons  of,  Used  on   Locomotives 144 

Kinds    of 137 

Ordering     83 

Returns     ...232 

Use    of     137 

Utility   of   Different  Kinds  of 137 

Garnishments    265 

Oas  Bills,  Payment  of 311 

Government    Budgets     1 

Implements,    Care    of 208 

Income,    Items   Chargeable  Against 897 

Interest,  Regulations  Governing  Payment  of 305 

Inventories    236 

Inventorying     238 

Invoices    95,   192 

Labor  Accounts    168 

Accounts.   Rules  Governing 242 

and  Material,  Auditor  of 121 

and   Material,   Inspector  of 121 

Book     289 

Classifying   Expenditures   of 286 

Performed,   Accounting   for 292 

Practices  of  English  Railways  in  Accounting  for 400 

Laboratories.   Testing    96 

Letter  of  Advice  and  Identification 285 

Locomotives,  Tools  on — Care  of 131 
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Manofacturen,  Railways  as 66 

Master  Mechanics,  Requisitions  of 68 

Material,    See  also  "Supplies." 

Material,  Accounting  for — ^Rules  GoTeming 177 

Aqcounts    168 

Accounts,   Rules   Governing 188 

and  Labor,  Auditor  of 121 

and  Labor,  Inspector  of 121 

Book     J 222 

Buying 71 

Care  of   71,  204 

Care    of — ^Rules    Governing 177 

Charging     184 

Company's — Accounting    for    159 

Company's — Transporting     158 

Construction      163 

Disbursing    71,   146,   217 

Economical   use   of    47 

Inspecting     1 .   71,    197 

Manufactured — Requisitions   for    80 

Old     74 

Old.     See  also  "Old  Material." 

Ordering    62,  71,  72 

Orders   for,    for   current   work 79 

Practices   of   English  Railways   In   accounting   for 400 

Procuring      71 

Purchased.    Invoices   of    192 

Purchasing      76 

Receiving    71,  186,  197 

Requisitions    for    transfer     78 

Reserve      71 

Road — Care    of     99 

Road— Use  of   99 

Selling      71 

Sold,    Accounting    for    292 

Storing     146 

Surplus-— Collection    of 121 

Transferred,  Invoices  of j. 192 

TransporUtlon    Charges    on     190 

Use  of 71 

Mile,   Car    38 

Engine     32 

Engine — Classifying     33 

Freight    Ton     29 

Gross  Train  Ton  39 

Net   Train  Ton    36 

Passenger    28 

Train      36 

Unit      26 

Wheel    31 

Mileage.    Car    26 

Engine     26 

Freight    Ton     28 

Passenger    26 

Tire      26 

Train     20 

'^1^0^] 26 

Motive    Power,    Expenditures   on 15 

Officers,  Limitation  of,  Responsibilities  of 23 

Requisitions    of     ^69 

Oils,  Care  of    J08 

Inspection  of    J08 

Manufacture  of    Jll 

Storing    JOf 

Use    of    a. 108 
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Old  Material,  Care  of 46,  117,  212 

Collection    of    . .  . .  * 117 

Bale  of    119 

Utility  of  N 117 

Operating  Expenses,  Apportioning   to  Freight  and  Passenger  Busi- 
ness     385 

Particular   Portions   of   a   Line 363 

Classification    of 339 

Order   on   Paymaster    286 

Orders,  See  also  "Requisitions." 

Orders,   Construction   Material    154 

Cutting    Down    67 

For   Material,   Rules  GoTeming 146 

Pruning     65 

Rules  Governing    72 

Parlor    Car   Supplies,    Purchasing 85 

Passenger  Business,   Apportioning   Operating  Expenses  to 385 

Pay,    Deductions   From    265 

Payments,  Regulations   Governing    305 

Fay  Rolls    267 

Personal    Property,    Care    of    208 

Price    LlsU     > 196 

Printing,   Ordering    84 

Purchasing  Agent    52 

Ralls,    Inspecting     199 

Purchasing     82 

Receipts     313 

Repairs   of   Rolling   Stock   of   Other   Companies 298 

Request    for    Time    Ticket 280 

Requisitions   62,  68 

Filling     53 

Form  of 77 

Restricting    Number     73 

Rules  Governing    72 

Scrutinizing     66 

Rolling  Stock  of  Other  Companies,   Repairs   of 298 

Safeguards   for  Railway   Expenditures    1 

Scrap,  Care  of  212 

Service,    Unite    of    26 

Shops,   Repair    59 

Signatures,  Witnessing   314 

Sinking    Funds,    Regulations    Governing    Payments 805 

Speed,    Factor    in    Cost 19 

Stationery,     Purchasing     84 

Stock  Books   86 

Stock  Yards,  Accounts  at 235 

Storehouse,    General    63 

Storehouses 46 

Arrangement  of    153 

Local — Stock    at     72 

Restriction  of  Number  of 148 

Tracks  at    149 

Storekeeper,     Duties    of     178 

General — Requisitions    of     71 

Qualifications    of 61-6S 

Storekeepers,    Qualifications    cf     51 

Rules    to    be    Observed    by 320 

Storerooms.  Deficiencies  in 45,  46 

Summary    of    Railway    Dlsbur&emente 397 

Supplies,  See  also  "Material." 

Supplies,  Buying   48,  49,  52,  53 

Care  of    61,  44,  49 

Classifying    90 
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BupplleB,  Company's— Accounting  for    169 

Company's — Transporting    159 

Definition  of  term 42 

Drawing    from    storehouses 66 

Handling    42 

Inspecting    90 

Locomotiye— Accounting    for    131 

Ordering    61 

Proportion  of  to  Operating  Expenses 47 

Purchasing   61 

Receiving    90 

Represent  Cash    43 

Shipping 147 

Station — Care  of    150 

Station — Storage    of    160 

Train — Care   of    150 

Train — Storage    of     160 

Variety    of    42 

Supply  car,  its  uses 166 

Depots,     Arrangement   of 150 

Surplus  material — See  ''Material,  Surplus." 

Ties,   bids   for    93 

Inspecting   201 

Purchasing     82 

Time   Books    263 

Book,  Track   106 

Keeping    242 

Manner  of   Taking 248 

Tickets     274 

Tickets,  Canceling    281 

Tickets,  Payment  of 281 

Titles,   Ofllclals' — Their   Significance 175 

Tools,   Care   of 127,    208 

Collection   of    121 

Disbursing    129 

Preservation  of    127 

Shipping    133 

Track — Care  of    133 

Use  of   127 

Track  Accounts  and  Returns 103 

Expenditures   on    14 

SUtlstics    107 

Time   (and  Distribution)    Book 254 

Tools,  Care  of 133 

Trackmen,  accounts  and  returns  of 103 

Trainmen,  Time  Book  and  Daily  Report  for 265 

Trains,  Orders  for  supplies  on 65 

Tools  on— Care  of   132 

Traveling  Auditor,  duties  of 322 

Unit,    Car    mile 27 

Engine  Mile   27 

Freight    Ton   Mile 27 

Gross  Train   Ton   Mile 28 

Mile— Value   of    . . 28 

Net  Train  Ton  Mile 28 

of  Distance   28 

of  Mass    28 

of  Motive  power 28 

of  Road  Movement 28 

of  Rolling  Stock 28 

of  Time    28 

Passenger   Mile    27 

Train   Mile    27 

Wheel    Mile 27 
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Units.  Compound   28 

of  Coat    1 

of  Mnrice    1 

Simple    28 

Utensils,  Care  of 208 

Various  persons'  accounts 292 

Vouchers    SOS 

Cancelation  of    312 

Cash — Use  of  8 

Regulations  governing 896 

Wages,  computing   251 

Wood,  as  fuel  ^137 

Bids   for    93 

Deterioration   of    137 

Yards,   Construction   material 153 


LIST   OF   FORMS,   ETC. 


Appendix  B. 

RecApitulatioDs  of  Material  and  Labor 407-411 

Appendix  C. 

Section  Foreman's  Track  Material  Book 413 

Form     1.  Material     Received     by     Section     Foreman     during 

month    415 

Form     2.  Material     Forwarded     by     Section    Foreman     during 

month    416 

Form     3.  Repairs  of  Roadway ^^ 417-422 

Form     4.  Renewals    of    Ralls 423 

Form     6.  Renewals   of   Ties 424 

Form     6.  Repairs    and    Renewals    of   Fences,    Road    Crossings, 

Signs  and  Cattle  Guards 425 

Form     7.  Miscellaneous    Material     426 

Form     8.  Material    Used    for    other    purposes 427 

Form     9.  Material     Used  In  Construction  of  Side  Tracks 428 

Form  10.  Material  Received   from  Side   Tracks  Taken   up.... 429 

Disposition  of  Section  Foreman's  Account 480 

Appendix  D. 

Form  1.  A.-^Requlsitlon  of  general  storekeeper  on  purchasing 

agent  for  purchase  of  material 433 

B— Notice    of    material    ordered    by    general    store- 
keeper from  purchasing  agent 434 

C — ^Record    of    material    ordered    by    general    store- 
keeper from  purchasing  agent 435 

Form     2.  A — Purchasing   agent's   order   for  material 436 

B — Notice  to  consignee  of  material  ordered  by  pur- 
chasing agent   437 

C— Purchasing   agent's   record   of  material   ordered.. 438 
Form     3.  Requisition   for  transfer  of   material   and   Invoice  of 

material  transferred   439 

Form  4.  Foreman's  order  on  storekeeper  for  material  re- 
quired   for    immediate    use    at    shops 440 

Form     5.  Order  on  storekeeper  for  Journal  bearings,  tools  and 

miscellaneous  supplies    441 

Form  6.  Dining  car  conductor's  trip  report.  (Report  of  sup- 
plies on  hand  from  last  trip,  supplied  by  store- 
keeper, purchased  during  trip,  on  hand  at  end  of 
trip,  and  quantity  and  value  of  supplies  con- 
sumed)      442-443 

Form     7.  A — Requisition  en  shop  foreman  for  manufacture  of 

material 444 

B — General  foreman's  record  of  requisition  for  manu- 
facture   of    material 446 

C— Storekeeper's  record  of  requisition  for  manufacture 

of    material 446 

D — Storehouse   foreman's   record   of  dispositon   made 

of    material    manufactured    at   shops 447 

Form    8.  Report    of    material    ordered    on    annual    requisitions 

manufactured  during  month 1. 448 

Form  9.  A — Report  to  general  foreman  of  manufactured  ma- 
terial  delivered   to   storekeeper    449 

B — Shop  foreman's  receipt  for  manufactured  material 
delivered  to  storekeeper... 450 

549 
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Form  10.  Storekeeper's  record  of  material  used  In  manufacture 

of    material    at    shops 451 

Form  11.  Storekeeper's    record    of    labor    expended    in    manu- 
facture   of    material    at    shops 452 

Form  12.  Storekeeper's  report  of  cost  of  material  manufactured 

at  shops    453 

Form  13.  Stock  book.     (Record  of  new,  usable  and  scrap  ma- 
terial   on   hand   and   ordered    at    storehouse) ....  454 

Form  14.  Invoice  of  material  purchased 465 

Form  15.  Invoice  of  material  transferred  between  storehouses ..  456 

Form  16.  Price    list    of    material 457 

Form  17.  Storekeeper's    statement    of    rails    on    hand    (not   in 

track) 458 

Form  18.  Section  foreman's  report  of  steel  rails  laid  In  main 

track    ,. 459 

Form  10.  Division  storekeeper's  report  of  iron  and  ateel  rails 

laid  in  and  taken  from  side  tracks 460 

Form  20.  Inspector's  weekly  report  of  ties  inspected 461 

Form  21.  Storekeeper's  monthly  report  of  car  brasses  received 

and  on  hand 462 

Form  22.  Storekeeper's  monthly   report  of  surplus  material  on 

hand 463 

Form  23.  Storekeeper's  monthly  report  of  scrap  on  hand 464 

Form  24.  Report  of  old   rail   received  at  general   storehouse ..  465 

Form  25.  Form  of  oil  and  waste  tickets  used  on  engines 466 

Form  26.  Agent's    daily    report    to    purchasing    agent   of    ooal 
received,    disbursed    and    on    hand    at    locomotive 

coaling   stations 467 

Form  27.  PurchaFlng    agent's    statement    of    coal    on    hand    at 

locomotive   coaling  stations 468 

Form  28.  Agent'is  dally  report  to  purchasing  agent  of  coal  re- 
ceived from  mines  and  connecting  lines,  and  die- 

position   made   thereof    469 

Form  29.  Agent's  daily  report  to  general  storekeeper  of  com- 
pany's   coal    received    from   mines    or   connecting 

lines    470 

Form  30.  Agent's  monthly  report  to  general  storekeeper  of  coal 

and   wood   received   and   forwarded 471 

Form  81.  Inspertors    report    of    wood    measured 472 

Form  82.  Agent's  monthly  summary  of  fuel  received,  forwarded. 

disbuifsed  and  on  hand 473 

Form  33.  Form   of   coal  tickets   used  -on   engines 474 

Form  34.  A.gent's    monthly    report    of    fuel    delivered    to    loco- 

mctives     475 

Form  35.  Division   storekeeper's  monthly  summary  of  fu3l  dc- 

livpied  to   locomotives 476 

Form  36.  Record  of  business  done  at  stock  yards 477 

Form  :i7.  Month'y  report  to  accounting  department  of  supplies 

r&ccived  and  expenses  incurred  at  stock  yards . . . 478 

Form  38.  R«3Cord  cf  moneys  collected  at  stock  yards 479 

Form  39.  Monthly    report    to    accounting    department    of    stock 
yards  charges  made  for  feeding  stock,  and  other 

expenses  incurred  in  connection  therewith 480 

Form  40.  General  time  book;   particulars  of  hours  .worked  by 
each    man ;    rate    of    pay ;    wages ;    and   on   what 

labor   was   expended 481 

Form  41.  Track  time    (and  distribution)   book 482 

Form  42.  Bridge  and  building  time  (and  distribution)  book... 483 

Form  43.  Tlmo  book  of  locomotive  engineers 484 

Forms  44  and  45.  Time  book  of  passenger  trainmen 485,  486 

Forms  46  and  47.  Time  book  of  freight  trainmen 487.  488 

Form  48.  List   of   employes   not  present   at   commencement   of 

work     48» 


LIST  OF  FORMS,  ETC.  651 

Form  49.  Certificate  of  time  at  which  an  employe  commences 

ifcork     490 

Form  50.  Certificate    of    time    at    which    an    employe    leayea 

work     491 

Form  51.  Foreman's  report  of  overtime  worked  by  shop  em- 
ployes      492 

Form  62.  Employe's  daily  report  of  distribution  of  shop  labor 

(motive   power   department) 493 

Form  53.  Employe's  dally  report  of  distribution  of  shop  labor 

(car    department) 494 

Form  64.  Foreman's   report  of  piece  work  performed  by  each 

employe    495 

Form  55.  Locomotive  engineer's  trip  repOrt  of  time  worked..  .496 
Form  56.  Locomotive    engineer's    report   of   time    employed    in 

yard  switching   497 

Form  57.  Enginebouse   register    498 

Form  58.  Tr&In  dispatcher's  dally  report  of  train  movements ..  499 
Form  59.  Tardmaster's  daily  report  of  time  worked  by  switch 

yard  crews    500 

Form  60.  Bnginemen's  monthly  report  of  time  worked 601 

Form  61.  Passenger  conductor's  trip  report 502 

Form  62.  Freight   conductor's   trip   report 603 

Form  63.  Trainmen's  monthly  report  of  miles  run 504 . 

Form  64.  Conductor's  report  of  work  trains 505 

Form  65.  Statement  of  deductions  to  be  made  from  pay  of  em- 

ployes,  on  account  of  board 506 

Form  66.  Pay  roll — for    use    when    payee    appears    personally 

before  paymaster   507 

Form  67.  Pay  roll— for  use  when  payment  is  made  by  check.. 608 

Form  68.  Time  ticket 509,  510 

Form  69.  Time-ticket  pay  sheet — receipts  for  amounts  paid  em- 
ployes leaving  the  service  in  a  body 511 

Form  70.  Request  for  time  ticket 612 

Form  71.  Identification  blank   •. 513 

Form  72.  Letter  of  advice  to  paymaster  identifying  em- 
ploye.  514,  515 

From  73.  Order  on  pajrmaster 516 

Form  74.  Distribution  blank  for  labor  perf ormed .  . .  ^ 517 

Form  75.  Distribution  blank  for  material  used 518 

Form   76.  Form  of   release  to  be  signed  by  minors  and  their 

legal   guardians    619 

Form  77.  Bond  of  indemnity  to  be  filed  with  the  company  in 
case  of  lost  vouchers,  time  tickets,  checks,  drafts 

and  similar  documents 520 

Form  78.  Bill  against  individuals,  firms  and  corporations 521 

Form  79.  Register  of  various  persons*  bills 522 

Form  80.  Voucher 523 

Form  81.  Register  of  audited  vouchers 524 

Form  82.  Report    of    construction    work,    including    rebuilding, 

improvements  and  enlargements 525,  526 

Form  88.  Monthly  compilation  of  expenditures  for  track  labor, 

for  the  information  of  operating  officers 527 

Form  84.  Report  of  traveling  auditor 528-534 

Form  85.  Section   foreman's   preliminary   report  of  damage  to 

property  by  fire 535 

Form  86.  Section   foreman's   report  of  damage  to  property  by 

fire    586 

Form  87.  Section  foreman's  report  of  stock  killed  or  injured.. 537 
Duties  of  section  foreman  in  reference  to  stock  killed 

or  injured   538 

Appendix  E. 

List  of  operating  expenses  that  embrace  more  or  less  items 
common  to  all  divisions  of  a  railroad  operated  as 
a  whole   j. 641 


Kirkman^s  Complete  Works 


THE  SCffiNCE  OF  RAILWAYS 

This  great  work  is  of  inestimable  value  to  those  who  look  for  adv 
in  railway  service;  also  to  those  who  by  greater  knowledge  of  railway  affairs  i 
to  become  more  useful  to  their  employers.  It  is  a  library  of  Reference  i 
Instruction ;  a  recognized  standard  work  on  railways,  at  once  condae,  clean 
comprehensive.  It  represents  forty-five  years  of  continuous  effort  on  the  ] 
of  the  author,  who  has  had  fifty  years  of  practical  experience  as  a  railway  ofi 
and  employe.  Thus  through  his  thorough  ac<]uaintance  with  the  T)H  inriMj 
coupled  with  years  of  study,  aided  by  the  advice  and  co-operation  of  xaihi«f 
men  of  genius  and  vast  experience  in  different  departments  of  the  aervi^  ^~ 
has  been  able  to  complete  this  great  and  lasting  exposition  of  railway 

The  volumes  constituting  the  series  are  sold  only  m  complete  sets. 


.J 


They  are  as  follows : 

MoTivK  Power  Buii,ding  and  Rbpairikg  Rah^wa^ 

Knginkkrs'  and  Firemen's  Hand-  Operating  Trains 

BOOK  Electricity  Appued  to  RAHjtoADi 

Air  Brake  Locomotive  Appliances 

Cars  Coixection  of  Revenue 

Organization  General  Accounts  and  Cash 

Passenger  Traffic  and  Accounts  Safeguarding  Kxpenditurbs 

Freight  Traffic  Railway  Rates  and  Goveri^menT 

Ownership 

THE  ROMANCE  OF  GILBERT  HOLMES 

A  romance  of  the  Mississippi  Valley  in  the  early  da3rs,  told  with  captivating 
power.  Strong  in  plot,  the  most  stining  adventures  are  interwoven  with  a  love 
story  which  is Idylhc  and  full  of  charm. 

'*Of  the  beauty  and  delicacy  of  the  author's  touch  there  oan  be  no  question.** — Chlcafo 
Tribune. 

'  *  Each  chapter  contains  something  of  interest.  The  love  story  gently  and  gracefully  pei^ 
vades  the  whole  book. '*— Vanity  Pair. 

"  A  vivid  and  stirring  picture  of  adventure,  incident  and  romance  that  holds  the  intercal 
of  the  reader  from  the  start.  A  pretty  love  story  runs  through  the  book,  told  with  ao  mndi 
delicacy  and  tenderness  that  it  is  a  distinct  charm.** — Baltimore  American.' 

*'  Wherever  opened  something  beautiful  is  found.**— The  Christian  Nation,  New  York. 

PRIMITIVE  CARRIERS 

In  portfolio  form,  embracing  fifteen  hundred  beautiful  engravings,  portmy- 
ing  the  primitive  peoples  of  the  world  and  their  methods  oi  carriage  m  every 
age  and  quarter  of  the  globe. 

"  A  more  interesting  series  of  illustrations  it  would  be  difficult  to  imaglae,  or  one  that 
could  give  more  clear  and  positive  instruction  in  the  history  of  humanity.**— New  York  Son. 

*'A  superb  volume,  original  in  conception  and  unique  in  literature  and  art.**--Chloago 
Tribune. 

PUBLISHERS  : 

THE  WORLD  RAII«WAY  PUBUSHING  COMPANY, 

CHICAGO. 
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